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SECTION I. PLANNING INSTRUCTOR TRAINING SEMINARS 
inl 



itro duction 



Background 



In the fall of 1978, the Office of Drinking Water of the Environmental- 
?°[! ^^^'^^ contracted <iith Applied Science Associates, Inc., 

IA5A| todevfelop a one-week training program for state and regional water 
supply training personnel. The resulting program, the Instructor Develop- ' 
merit Workshop (-IDW) was designed to extend existing state training personnel ' 
skills and kno.wledges in the areas o£ traini i ^ development and classroom 
teaching techniques. In the course^)f the IDW, participants from 23 states 
gained first-hand experience developing and presenting a one-day instructional 
. techniques seminar to local instructors of.water plant operator training 
courses. 

J . ' 

. On the basis of their experience, the majority of IDW participants 
expressed the willingness and desire to conduct similar training seminafs 
in their home states. However, many participants expressed, their concern v<n / 
over having sufficient time to prepare instructional materials necessary . ^'<J 
tor conducting. such seminars. This manual has been prepared to provide 
persons who have operator training i;istructors under their super\Msion e g 
state training officers, with .the basic instructional materials needed'to 
meet the common training needs of their instructors. The ultimate purpose 
of this manual is to assist the training supervisor in upgrading the quality 
of operator training ,by providing instru^r training to his/her instructors. 

This manual is divided* into two sections. Sec-tion I describes the 
general procedures involved in planning one or more seminars for operator / 
training instru&tors. Section II provides complete lesson 'plans and 
training materials necessary for the actual conduct of instructor traininq 
seminars. . ^ . 

V 

* •. * 

Overview of Seminar Planning - , ' 

Research has indicated that effective .training is the result of good ' * 
planning and the applicatiort of a number of simple training development ' " 
principles. You can provide effective -instructor training by: 

1. Knowing what an Instructor actually mus^ do to be considered'a 
good instructpr. 

2; Identifying the training needs of instructors under your super- 
vision. - . c 

3. Selecting the* lessons from Section II of this manual which *best 
meet the needs- of your instructors^ ^ , • 



V 



The V.emainder of this section will describe these procedures for plan-- 
nin^effectjve instructor training. 

Instructigr Tasks • ^ 

Being\a good*"instruptor for operator training course is' a complex job, 
involving a'.number of tasks. The instructor must, of course, possess the 
technical corvtent expertise, regarding water plant operation, before he or 
she can be expected to perform adequately. as an instructor. Reports from a 
sample of 26 states acro^ the country indicate that the majority of opera- 
tor training instructors are technically qualified in the area of water 
plant operation.' In fact, most instructors have been employed because of ., 
their expertise in this area. The majority may be considered subject matter 
experts in the area of water treatment. R5r that reason, the instructional 
materials irt this manual do npt address any of the technical aspects of 
Water treatnjent. . ' - 

. But a good instructor must be more, than techViica,! Jy knowledgeable. A 
good instructor must'also: 

1. 'Decide' what information the tra^*nnn5 audience needs and 
- ' requires. • . ^ • • 



2. 



Organize xand prepare instructional materials in such a 
way as' to optimize trainee learning and the trainee'^ 
motivation to learn. ^ 



3. '. Present developed instruction in the classroom ^n a 

way that -assures that the trainees learn. 

4. Determine whether trainees are learning, and whal steps 
can be taken when they are not. 

By this description, a good "instructor- must not only be technically knov^-. 
edgeable, but must, also -be able to organize -and prepare instructional- 
activities that will transmit this knowledge, and competently deliver pre- 
pared materials in the classroom. For the good instructor, the goal of all 
lesson preparati9n and classroom activities is optimizati on of trainee 
learning*. ' ' ^ , . . 

While the 197'8 survey .showed that most .operator training instructors 
' are technically competent, these data also' indicate tha.t only a small por- 
tion of these -instructors have had any formalized trainingxin the areas of 
tratrnng development or classroom presentation techniques. The giater-ials 
contained incthis manual have been designed to" fill instructor <ieeds in ■• 
■ these two gengral areas. Specifically, lesson (Ttans are provided for each . 
of thirteen topic areas presented in Section II of this manual. The first 
eight lesson plans address the development and preparation of a good train- 
tng program. The last five lesson plans addr^s classroom delivery tech- 
n4ques. The title "of "each lesson is presented in Ta'ble 1, along with a _ 
Vief description of its content and sqppe. . ^ . 
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Table 1 



Lesson Descriptions 



LESSON 1 . Detennining training content . « 

This lesson covers the three general steps to be taken in deter- 
mining the content of any training program, regardless of whether' 
J _ the progranv is to be two weeks or one-hour long; These are: (a) , 
^aftdlyzing a 'job into specific tasks, (b) deriving the skills and 
knowledges required to/perform those tasks, and (c) identifying 
those areas^in which a training audience is weak with respect to 
the required sl^il Island knowledges. 

LESSON -2 . Writing useful training objectives. 

The purpose of this lesson is to explain the steps involved in 
witing performance-based bbjectives for the trainee to accomplish; 
as opposed to T)bjectives that describe what an ins^tructor does in 
class. Emphasis is placed on the procedures for writing good 
training objectives. This lesson, a portion of which is self-' ' 
. . instructional , provides practice exercises in recognizing and 
W);iting performa'nce-based objectives, % * 

LESSON 3. Sources of operator training materials . 



This lesson J isti and describes numerous sources of operator ^ '\ 
training materials and focuses on the services provi<ied by EPA 
-through the National Technology and Operations Training Center in 
Cincinnati, Ohio.- Procedures are discussed for accessing audio- 
' visuals, including slide/tape, .film, and video tape. instructional 
/ . -programss^as well as completed* training units of relevance to 
water plant- operation. 
- ^ . * > / ^ ' 

LESSON '4. Selecting instructional methods . 

• ' • • 

'The lesson explains the factors to be considered before selecting 
the instructional method(s) to be used with any segment of train-, 
'ing.. Guidelines are provided for selecting the instructional 
methQd(s) which will optimize the trainee's learning of specific 
-\. content areas . ^ 

.Or , . % - 

LESSON 5. Selecting instructional media / _ * . • 

This lesson. explores the types of media that can be considered 
•useful in operator training.. Guidelines are provided for the 
selection of the^best medium foreach type of training, centent. 
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-■i^ , Table 1" (continued) 



LESSON 6. Preparing a lesson plan. : ^ . ■^ • 

The importance of\ well-written, lessof. plan is <iiscu*^sed bere. • 
I The general layout of a les5-o-n;iplan .is - presented, as well as 

Jescriptfons of the prcTcedur6s>for <reparin.g a Useful • lesson plan. 

LESSON .7. Preparing simple visual aids. . ' ' • 

The purpose of-this lesson is. to familiarize the oP^^-^^oM nstruc- 
tor with the criteria to be used for evaluating <;ommon foms of 
J?sua aids,, both self-made and commercially prepared. Guide- > 
I nes-are provided for the general procedures^ tc be followed in ■ 
t e prepUtion of a number of visual aids commonly used l?y most ■ \ 
^ operator' inductors. Erfiphasis is pi at:ed upon increasing tra nee 
learning w.ith\he use of s4niple visual-aids. A portion of this 
lesson is also\self-instructional . 

LESSON 8'. Evaiuatinc] instruction . ' .. ' T . ^ .. 

This lesson emphasizes the 'use of 'evaluation 'to determine not only 
trainee performance, but.also instructor and training program 
ef feai venes§ . Guideline^ are pr/vided for the preparation of ? 
dumber of coLn types of test ifems typically used by operator 
instructors. The purpose of the guidelines is to improve the 
' relevan"ce and quality of tests, quizzes and/qr, exercises adminis- 
tered to operator trainees.- ^ 

LESSON 9. Controlling classroom learning. " - _ * _ "• 

- ^ Thi6 is the first of five .lessonr^ncerned_wi th effective tm^^^^ 
^ing deliVeTy. In this lesson, the variabTes^ .which affect trainee 
' earning are described and the responsibi ity -for control ng 
' thS var^ables to optimize trainee learning is cVearly placed 
Cn t e instructor]: A set.of simple, easy.to-read Pnncip es 
• are described which all instructors can use to increase their 
■trainees' learning, regardless of the ins.tructional method used." 

'LE5S0NS .10, 1],'12 and 13.. Training delivery. , 

In each of 'these lessons, a common twining delivery, technique is 
examined Good and poor e/amples of each technique are demon- 

strTed on ^rideo tape.- The video taP'e onstrations are use a. 

cn.?nnhn;,rH. fnr discussions whi ch" detai l_iar your instruQtors . 
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springboards for discussions which- detai l^iar' your instruQtor: 
those Saviors which foster and those whirh hinder classroom , ^ 

lefrninr Emphasis-is. .solely upo^^ . . 

in ea.ch lesson: • , • . , ' ' ■ " 

• . Lesson 'IQ. . Training delivery: Lecture * - 

Lesson >r. Training-delivery: Group discussion ^ 

' Lesson T2. Training delivery: Demonstration ^ ' 

; Lesson. 13. Trainfng delivery: Trai nee performance ^ ^ • ,' > 
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Determination of Vraininq Requirements 

Conducting seminars for instructors ofuDperator training courses which 
are meaningful and helpful requires first, that one identifies the knowl- 
edges and skills that are required tp be a good instr^jctor, and second, to 
determine how man^A of these knowledges and skills are 'possessed by your ■ 
.present or future instructors. As' indicated earlier, the knowledges and 
si<i lis required tq be a good ijistructor (other than those' of technicaf' 
nature) have already been identified as part of the original contract 
effort, and form the conterit basis for the-thirteen lessons in 5ection I'l ' 
of this manual. Whal; is initially required of you as a training' supervisor, 
IS to determine the instructional weaknesses of your instructors in order ■ 
to choose those lesson topic areas which mc5st .aptly address their needs 
More specifically, your initial efforts should determine Just^how much -^our 
instructors know about the areas of training development and good class- - 
room delivery techniques.. Awareness of what your instructors Know in these 
areas wij I enable you to design a seminar or series-of seminars addressing 
only those specific areas "in need of improj/ementv Developing seminars* 
around your instructors' knowledge "gaps" will assure the most effective 
use of available seminar training time, aid in maintaining .instruc4;or"' 
interest and motivation, and ultimately upgradig operator training, by ' 
strengthening instructor wea"kne-sses . . 7 



■ Two methods are suggested in this s'ectibn to'- help "you' identify the 
strengths and weaknesses of your instructor^. B6th techniques are self- 
assfessment b^sed, and take little time to a^^inislerVThe first method, 
•the use of the Instructor Background 5heet, can be used to gefa very rough 
estimate of those areas in which i las'tructors have had experience. A copy 
of this-shfe^t is:feund„in Table 2.- , Review^ of t^is se1f-ceport information 
will indicate number of yeaXs of i nsS^:uctional Experience, areas of instruc- 
tor strengths and weaknesses-; and prior instructor trainino. In question 
>jumber 8. ti\e parentheses found beside each letter indicate the"lesson » ' 
number_of the lesson ?lan in. Section. If wh'i^ addresses , that particular * 
Item.- For example, 8,c "Preparing learnerrbased'training objectives," is * 
the center of focus in Lesson-2 in Section II of this manual. . 

. . Areas v»here instructors have indfe^ted Jow levels of -experjence can 
provide tf)e ba^ns fqr selecting les'^sons'^in Section II to structure- one or. 
more -training seminars, jhis sheet c^n te modified to sui/-your individual 
purposes, and is pres§nte0 only. as one suggested method foV asses ?n 
instructor.-characjteri sties': . * ; . ^ cs^nry 

A second method of obtaining speciffc information regarding instructor 
rontp^^^^'"-^i^'^''L'°"^^^^ °^ a.series-of questions rega?din the 
tITZJI t'''^- lessons found -In Section. II of this manual.- 

The Instractor Questionnaire (with suggested answers )< found- in Table 3,^ ^ 
was ori^ginally developed and- used as a pr-e-test for the one-week • 
Instf^uctor. Development Workshops conducted by EPA, -Ideally, yau would have 
your inst5;uctprs*comfSlete this questionnaire a number of weeks before you - 
plan to conduct your first seminar. This will enable you fo score the • 
questions and ;identify those content areas most useful to'.your instructors. 



• . • Table'2 

^ - .Instructor Background Sheet 

1 M • 2. Date 

1. Hame : 



3^ Phone ' - : 4- Present Position/Title 



Years in Position 



5. - Major instructional respl)nslbil ities 



6. • Number of years with >n?truc^r responsibilities 

7. Ma.lor job functions/responsibilities 



8. In your job as an i ns true tpr. how much '* n \ - 

. experience have you had with: • - (Circle One)^^ 

Lesson . None^ Experienced 



1 2 3 4 5 



(1) a Determinihg the tasks a trained . 

operator must perform to 'do a good 
. \ job. 

' (1) h. Identifying "g&ps" in operator 
knowledge in order to develop _ 
relevant training. ' 

(2) c. Preparing learner-based training 

objectives. ' , ' 
\{3) d- Using IRIS, or the Instructional . 
R^es^urces Cerjter. 

(4X5T e Selecting instructional methods/ . 
/ media which optinrize trainee l.earmng 

(6) f. Preparing, thorough -lesson plans . 

(7) g'. Preparing appropriate audiovisual aid 

(8) h. Evaluating instructional quality.- . 

(9) i\ 'Manipulating variaW^S which foster 

adult learning.. . 

(10) ' 0. "JDeli'^ring lectur\es. , 

(11) ^ Conducting group discussions. ,. 

(12) "V/ Performing classroom -demonstrations . 

(13) m. Conducting ^"ferformance-based trainee 

exercises. 

9.' Have you ever previously attended a seminar for instructors? Yes 
No if yes, what topics were addressed? 



1 


2 


3 


4 


5 


6 


1 


2 


3 


4 


5 


6 


1 


2 


I 


4 


5 


6 
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5 - 


6 


1 


.2 


3 


4 


5 


6 


1 


2 


3 


4 


5 


6 


1 


2 


3 


4 


5 


■6 


1 


2 


3 


4 




6 


1 




3 


4 


5 


6 


1 


2 


3 


4 


5 


' 6 


1 


2 


3 


4 


5 ■ 


• 6 


1 


2 


3 


4 


5 , 


6 
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Table 3 
Instructor Questionnaire* 



State your answers as briefly as possible. 



(1) 1. In one or two sentences descrTT5^^~^^-<;4j^ -.-r. . f 

-^a need for water plant ^prraJSf?;^^!';'^''^^'" '''' ^""ists 



^' aJalylu?"'' Performed when conducting a task 



a. [Breakdown a job into the specific tasks that must p erformed to 
complete that job to a minimal of proficieRcyCl 

b. [Identify the skills an d knowledges requir'ed to Derfarm P^^rh 
identified in the task breakdowrt.1 



(2). 3. A good training objective is.comprised of three'parts. What are thgy? 
a. [Given or conditions under whic h the acti.on is to be performed.1 



7 

b. .[The AQtion-a specific ation of what the trainee must do to 
demonstrate that he/she has mastered a unit of traininq.l' 

c. [The St^ndard -a sp ecification of the criteria 'against whirh the 
action will be comp'ared, a nd the level of proficiency to be 

demonstrated as minimally acceptabe.1 



*A blank copy of this questionnaire, for your use appears in Appendix A. 



Table 3 (continued) 



(2) 4. 



Write a good training objective to reflect the operator task of "Conduct 
a chlorine re'sidual test." 

' rfiiven: A standard chTorine t pst kit and three water samples. 

M»;,<;i.rp thP amount of chlorine residual. Standard: 



Action: 



With 



in tPn'minutis; r^-^i.lt-s for each sample will not vary from. 



(4) 5. Describe two general guidelines that should be used in sequencing 
•• instructional activities to optimize learning. 




(9)^6. 



in general, learnir^ is fastest when: [Check U) al>that apply.] 
Training activities do not require the trai.nee to respond. 

* 

Visual ai-ds are kept to a minimum. 

Test results' ar^^ re viewed no.earlier than one week after a tes.t. 



(4) 7. 



V_ Activities are directly job related. 

Only one instructional method is used throughout a coupS^^ 



An instructor lecture is most appropri ate" for which stage of trainee 
learning? [Check (/) your answer.) . . 

/ ■ Early stage. 

Middle 'stage. . • * . , 

' Final stage. ^ ■ ' 
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Table-3 (continued) 

(5) 8. Which of the media categories below would be most helpful ir\ training* 
an operator to replace a valve seah [Check (/) your answer*] 

Programmed instruction. . / ^ - 



/ Instructor demonstration. 

Textbook description-. 

Training film. 



(3) 9. The U.S. EPA has developed nationally applicable training programs in 
which of the following areas? [Check \/) your^ answers.] 

Water plant operator training. • * , 



/ The procedures for administering requests for variances and 
exemptions. / 

Water plant maintenance training..". 



Testing for chlorine residual and turbidity. 
Water plant su|)ervisor management training. 



(6) 10. If you develop instructor lesson plans for a trai-ning course for which 
you will NOT be the instructor, the lesson plans should: [Check (/) 
your answers.] . 

^ be in outline form. ^ v 

/ include specif4^c questions to be asked. ) 



/ specify the technical content of the lesson. 

/ indicate page numbers of referenced trainee materials. 



(1) 11. List two types of information thcjt you MUST have before you can 
determine what the training content of a course will be: 

a. [Knowledge and sk,ill levels of the training population.] 

b. [Knowledges and sTkills required to perform the job for which 

training is being developed.] 
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Jable 3 (continued) 



(8) 12, 



4 * - • "* 

The most appVopriate test fonii for assessing knowledge of states and 
their capitals is:- 



True-False. ^. 



_ Multiple-choice.. 
Essay. . 



_/ Matching. 

Short Answer; 



(8) 13, 



Which True-False queatkyrf^low is wr 
your answer.] n 



written in the best form? [Check (/) 



Water always freezes at 32°. * 



> ■ 



The MCLs for arSenic and chromium are* Q^.045 

respectively. V ' « '"X 

j/^ A molecule of water is heaviier than a molecg^l^of sialt. ^ 

Lead service lines never cause water to exceed^^the aWowable MCL. 



14. 



How would you rate your x:onftdence in your ability to: [Check (/) the 
•number. that indicates your degree of confidence.] 





% 


.VERY 
CONFIDENT 






LITTLE 
OR NO 
CONFIDENCE 






1 


2 




4 


5 


' 6 


a. 


Identify good and poor audiovisual 
materials . 










^' 




b*. 


Prepare audiovisual materials that 
meet the criteria for good design. 










-> 




c. 


Obta^in resources contained in IRIS. 














d. 


^ 

Obtain resources contained in IRC. 














e. 


Conduct an instructional lecture.* 














f . 


Recognize and specify instructor 
behaviors which characterize a good 
instructional lecture. 














g- 


Conduct a group discussion. 















(7) 
(3) 

no) 
(11) { 
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Table 3 Ccontinued) 

15. (continued) , 



(13) H 



1 - 


' LITTLE 
^^^^ OR NO 
^^^^^^^^^ \ ' 'CONFIDENCE 


• 1 


2 


3 


4 


5 ^ 


6 


h. Recognize and specify instructor 

behaviors which* create a good group 
discussion. < , 














i. Conduct an instructional demonstra- 
tion. 














j . Recognize and specify instructor 
behaviors which characterize a good 
instructiohal demonstration/ 














^ 

k. Conduct. a performance exercise. 

" ■ * , 














1. Recognize and specify instructor 
behaviors which crea^ a good per- 
formance exercise* ' - 















As with the .Instructor Background Sheet, each item in the Instructor 
Questionnaire references a less.on found in Section II of this manual. The 
specific lesson plan number is indicated by the nujnber in parentheses beside 
ea,ch question number. In srome cases an item may be covered by two lessons, 
both of which should be addressed in your seminar if your instructors show 
a weakness on that^item, (e.g., 15.6 would require Lessons 5 and 7). As 
with the Instructor Questionnaire, areas of weakness provide the basis for 
selecting lessons in Section II, structuring one or more* training seminars. 

You may choose to add or delete items from the Instructors Questionnaire 
based upon your familiarity -with the skills and knowledges of your' 
instructors. ' ' 

Remember, the sole purpose of either of these techniques is to enable 
you to prepare training seminars in those areas where your instructors are 
weakest, or have low levels of experience or confidence. • The following 
sources- of information may provide more accurate input regarding instructor 
training needs, and should be considered as part of your instructor evalu* 
ation: • , 

). Schedule, random visits ,to ongo'ingf operator trsTining classes/^o 
watch instructors in action. 'Observation of trainee interest- 
and attention, instructor delivery, instructional techniques, 
' and use of audio-v,isuals etc., will provide in/ormation regard- 
ing instructional quality. 



2. Talking with instructors individually or collectively regarding 
their own perceived needs for training is f reciu^tlyinform-- 

vj ative. ' . * - 

3. Talking with samples of trainees in operator classes will also 
indicate' arecis oif^ instructor weakness. 

4. Reviewing certification test results may -incticate ^rfias of 
content in need of improvement, and may also^indicate whether 
some instructors are iriQre effective than others. < / ^ 

Selecting Materials ^ . 

Examination of the Instructor Background Sheet (IBS), the Instructor 
Questionnaire (IQ), or other sources of information, will indicate areas ^ 
of instructor weakness. The, lesson numbers associated with ea^ch liem on 
thk IBS and IQ indicate those lessons iff Section II which have" beea pre- 
pared to provide training in aVeas typically identified as-iiisticuctor 
weaknesses. Problems can b6 anticipated in one of two areas: Training 
development or actual delivery. Training development procedures are 
covered in Lessons 1-8, and training delivery in Lessons 9-13. 

In order to plan effective instructor training seminar(s), decisions 
..must be made regarding the sequences in which lessons are to be administer- 
ed, since some lessons are prerequisite to others. In addition, tii^ 
available for conducting instrnictor seminars must-be considered. jMle .4 • 
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Table 4 



' . SECTION II. LESSON PLAN TITLES . . 
GROUPED BY CONTENTAREA, AND INDICATING PREREQUISITES 

GROUP A. TRAINING DEVELOPMENT 



Lesson 
Plan No. 


Title 


s 

Prerequisite 
Lesson(s) 


Approximate** 
Administration 
Time in Hours 


1 


• Determining Training Content 




3 


2 


Writing UsefuJ Training Objectives 


•» 


4 


6 


Sources of Operator Training Materjals . 




1 


4 ' 


Selecting Instructional Methods 


2 


2 


5 


Selectiitg Instructional Media 


2 


2 ^ 


6 


Preparing a Lesson Plan . 


2 


, 2 


7 • 


Preparing Simple Visual Aids 


5 


2 


8 


Evaluating Instruction 


2 


2 




GROUP b! TRAINING DELIVERY 

■ • ■■; ^ ' 




Li^sson 
Plan No. 


\ > 

Title 


Prerequisite 
Lesson(s) 


Approximate** 
Administration 
Time in Hours 


9' 


Controlling Classroom Learning 




1 


10 


Training Delivery: ^Lecture 


9 


1.5-2 


11 


Training Delivery: tSroup Discussion 


9 


' 1.5-2 


12 


Training Delivery: Demonstration 


9 * 


1 .5-2 


- 13 


Training Delivery: Trainee Performance 


• ■ 9 


1.5-2 



•It IS assumed that operator tasks have been analyzed and that the specific tasks to be trained wh.ch are not.already in the in- 
coming operatof trainees repetoire have been identified. If this assumption has not been met, it is recommended that Lesson 1 
precede Lesson 2, ^ 

••Air times are approximate and include time spent on practical exercises. Greater flexibility in meeting the demands of avail- 
able training time may be obtained by reducing (not omitting) the time to be spent upon the exercises. In addition Lessons 2 
and 7 include self -instructional readings .which could be completed ^nor to an actual training session thus reducing the lessorr 
tinv indicated in this table. 
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lists the 13 lesson titles with lesson prer^utsite a>id. estimated delivery 
time. The lessons in-Tafble 4 have been grouped into" those which are con- 
cerned with training development (Group A) and those which are concerne^t 
with training delivery (Group B). In Table-4'/it may be seen that in . 
Group A, Lesson 2 "Writing Worthwhile Training Objectives" is a pre- 
requisite for Lessons ^-8. It can be seen that ^methods, ^fedia,-, evaluation, 
efc, serve the sole purpose of assuring that the training objectives are 
met. ^ In Group B, Lesson 9 "Controlling Classroom Learning/ preseffts th^ 
learning .framework which underlies the specific techniques described in 
Lessons 10-13; Once lessons 2 and ft have beerf mastered, they only need 
to be reviewed briefly prior to the administration of subsequent lessons, 
in order to provide continuity in the development of instructional 'concepts. 
It 1s important to note that lessons in 'Group A are not prerequisite to 
any lessons in Grou0 B, and vice versa . i 

These limited prerequisites provide ample l^lexibility for t^ prepara-. 
tion of a wide variety of topics for any given seminar. Additional flex- 
iBllity is provided. by the "stand-alone" nature of the instructional- 
materials* in Section II. ■ - , * 

• • ■ • ■ • . ,.. . 

Sample Agendas ... • 

Once you have identifffed' and sequenced the lessons most responsive to 
your instructor's training needs, you will be able to proceed .with planning 
the conduct of those lessons. Of course, ypu will have to "plan semina)f(s3 
,to meet the constraints placed upon' you by the administration times of 
each lesson as summarized in Table 4^ and by^^he time that you (jiaj. have"" 
available for assembling instructors for attendance at any given ^seminar. 
Reviewing'^able 4, it can be seen that *a*'seminir training session a||nsist- 
ing of one lesson can be as* short a^s one hour or as long as four hours-. 
Such seminars could easily be planned for a single evening or for a brief 
period of time duirinjg or after normal working hour:s^. Of course, Messons 
•can be combined (witnin'the limitations of the 'prareqfui site requireme'hts) 
to construct half-day, or fu^t^-day series of semin'ar's to mee£ yo%r train- 
ing needs. ^ ' ^ . 

Because of the variation in available training time an.d diffe'rences , 
in training needs for any given training supervisor,, it is not possible 
to describe all possible seminar agendas. Some of the more ^obvious ^ - 
agendas do present themselves and are described in the tables which 
follow. • \ ' ~ . • 

• . . ' • — 

, Administration of. the Total Program . In your parti cul-«Hfi-<}:ate, it . 
may be-possible that your instructors are all technically quite 'competent^ 
but have never been exposed to nor have received any formal training in 
the areas of ^training development oV training delivery. In this situation, 
you my consider conducting a series (♦. seminars addressing all^ thirteen 
pf tm lessons in. ^e curriculum. Should this be the case, you may choose 

, to" coirduct , seminars as*2)gseries of full-day, half-day or two^hour training 
sessions/ 'Table 5*describes the recommended sequenca of admin^istration- of 

.the thirteen lessons. In^addition, the apprQ) amat^ numlp er of days that 
are required to admirilste? -t he-4;oiaX-f^fi0§r'airTs^^ n d ir a t ed for those 



'Three Agendas for /\?dhi'iifistratTOii of the 
Total Instructional Program 



RECQMMENDED SEQUENCE 



THREE, AGENDAS 



Lesson/TQpic 



Full "day 
.Siessions 



..Ha If -day 
" Sessions 



Two-Hour 
-Sessions 



1. Determining Training (Content 



2. Writing Useful Training 
Objectives, 

^ y ' 

3. ' Sources of Operator Training 
Materials 

4. Selecting Instructional 
Methods 

5. Selecting Instructi^>a1 Media 
preparing dr Lesson Plan 

7. Preparing Simple Vi^sual Aids 

8. Evaluating ^nstructlpn 
9t Controlling Classrboo^ .t^arninc 

10. Training Delivery: Lecture 

11. Training Delivery: Group 
Discussion 

12. ' Training Delivery: 
Demonstration 

13. Training Delivery: Trainee 
Performance 



. Day 1 

Day I 

r* 

Day 2 , 

Day 2 
' Day 2 
. Day 3 

Day 3 
-■ Day 3. ■ 

Day 3 

Day '4 
D^y 4 
- Day 4. " 



Day 1 




Day 3 ^ 

Day 3 
'Day 4 
bay 4 
Day 5 
Day's. 
Day,.6 
Day 6 

Day .7' 

Day 7 

Day 8 

4 



Day 1. 
Day 2 

Day 3, 
Day 4 



Day 5- 

bay. -6 
Day 7 
Day 8 
Day 9 
Day 10 
Day 11 
Day 12 

Day 13 

Day 14 

Day 15 



"7 



J- 



conditions where full^days, half-days or two-hour training sessions are 
available. It can be seen in Table's that if you cag arrange a series of 
one-daj^ training seminars, the total program could be completed- in fo.ur days* 
If you gan arrange only half^^d^ or two-hour training sessions, completion' 
of the total program will require eight and fifteen days respec'tively. Of 
course, the total program can be administered in a mixture of full -day, 
half-day and two-hour training sessions depending upon varying time pres- 
sures. The materials in Section II may provide enough new and worthwhile 
content to^ institute a frequent and regular in-service training >Drogram 
that can be extended to include training in areas of , technical contgnt. 



A Single* Full -Day Broad-Coverage Semi nar > WMle'you ma^ hot w^nt to 
eventual 1/ provide your instructors with training in each of the lessons, 
you may be facing an immediate need' to giVe your instructors as much as 
possible covering .development and delivery in a single day. Such'a situ- 
ation obviously requires omitting some materials from inclusion in the 
seminar. Our experience indicates that if you are restricted to a single 
one-day semi n?ir, that the content areas in Table 6 are seen as those most 
helpful for upgrading the quality'of operatof training. 

Table 6 ^ ' * 

Agenda for ^ Single, One-Day Broad-Coverage Seminar . 

Lesson/Topic * Time , 

2. Writing Useful Training Objectives ^ .2.5 hcrtirs*^ 

6. Preparing A Lesson Plan 2 hours 

7. Preparing Simple Visual Aids 'l,hour* 

/ 

9. Control ling -Classroom Learning ' • 1 hoijr 

10. Training Delivery: Lecture 1.5 hj|ir5 



*Assigning the self-instructional rea^ding and a portion of *the exercises 
to be' completed before coming to the seminar. • . ^ 



if 



Training Delivery Seminar . In some states^ the operator training ^ 
program has been developed using sound instructional development principles 
by personnel with 'instructional design expertise. In those cases, the 
traiinihg needs will fall more in the area of training clelivery. If you 
would like to present a training seminar which focusses upon training 
flelivery, one. of the three agendas in Table-7 should suit your needs. ^ 



I 

> 

< * ♦ - 
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9. 
10.' 
11. 

12, 
13. 



'Table 7 

— \ * 

Three Agendas .for a Training Delivery Seminar 

\ 



» 



RECOMMENDED SEQUENCE 



Lesson/Topic 

ContrcJlling Classroom Learning 

Trairti-n^Delivery: Lecture 

Training Delivery: Group 
Discussion" 

Training Del i very'! Demo||tration 

Tj;;aining Delivery: Trainee ^ 
Performance ^ 



FuVl-Day 
Sessions 

Morning 

Morning 



THREE AGENDAS 

Half -Day 
Sessions 

Day 1 

^' Day 1 



Mo rning 
Afternoon 



Afte rnoon 



Day 2 
Day 2 

Day 2 



Two -Hour 
Sessions 

Day j 

Day 1 

.Day 2 ^ 
* Day 3^ 

Day 4 



Audio-VisuaJ Seminar ^ If -your instructors are using well developed 
training, haye^ood training Objectives and adequate delivery skills, but 
still have scbe^ with trainee attention in class, it may be the 

V result of >najequ\te use of audio-visual materials. In this circumstance, 
you^may want fto deki'gn an instructor training seminar which, fpcusses upon 

- ' the use of*AV mat^ials in opeVator training. Table 8 presents suggested 
topics for just such a seminar, .with two agendas depending upon your avail- 
able\training time; Remember, the agendas in Table- 8 assume that the pre- 
requisites described in Table 4 have been met. 





' • . . Tabl« 8. 






Twp* Agendas for an Audio- Visual 


^eminar 




RECOMMENDED TOjuENCE 


TWO AGENDAS 




Les^on/Topic , . '* . 


Half- Day Two -Hour 
Sessions Sessions 




• 2. -RevTewT Writing Useful Training Objectives 


Day 1^ 'Day 1* 




4. Review: Selecting Instructional Metjjods 


Day 1 Day 1 




5. Selecting Instructional Media 


• bay 1 ^ Day 1 




* 7. Preparing Simple^ Visual Aids 


Day 1 Day' 2* 




♦PreTcdurse reading^f self-instructional materials in these lessons^ 
wili a^^sist in shortening classroom time. . < ^ " ' 


\ 
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Training Development Seminar , While^all states are conducting operator 
training, there is wide, variation in the instructional quality of those, 
programs. .In many' cases, operator training courses have g-rown spontaneously 
o'ver •a period. of time, as a*collection of independent thoughts and notes from 
va'ripus technically o/ier>ted personnel hired to do the teaching. In few' 
cases has an operator training course been developed f rom^ the ground up, 
employing sound,, systematic instructional -design techniques. You m'ay choose 
tQ have your instructors rebuild all or portion^ of -your existing operator 
training- cpurse^ais4ng such techniques. To do so.will require ttet your ' . 
instructors become famil iar^with basic principles of ins^ructionaJ design. 
The sequence of lessonS' presented in Tcfble 9 outlines the basic instructor 
familiarization needed before operator training course revisions can' begin. ' 
As in prior tables, 'three -sample agendas are provided to suit .differences 
in'available trai-ning time. - In this semijiar, the preparation of actual 
lesson plans and audio-v^isual s are-not- addressed, b.ut could be added as 
>een fit. * ^ ( ^ . ' . 

Table 9 * ^ . , 
Three Agendas for a Basic Training QevejQpment Seminar 





[ RECOMMENDED ^SEQUENCE 


\ 

Ful 1 -Day 
Sessions 


THREE AGENDAS 






Lesson/Topic 


Half -Day 
Sessions 


Two-Ho'ur ^ 
Sessions 


1. 


Determining Training Content 


' Day 1 


' Day T 


Day 1 , Day 2 


2. 


Writing Useful Training Objectives 


. Day'l • 


Day 2 - 


Day 3, Day 4 


4.- 


Selecting Instructional" Methods . . 


• Day 2 


Jay 3*^ 


Day 5* . 


5. 


Selecting Instructional Media 


Day -2 


Day -3* ' 


Day 5* - 
bay 6 


8. 


Evaluating Instruction 


Day 2 


. . Day 3 



*Lessons 4- and '5 can be presented in two hours if they are'presented 
l?ack-to-back. 



As can be seen in^able 9, the instructional materials presen^led in 
Section II of this' manual can be used to fill a wide v^iety of. training 
needs and avai>able training times. . Examples have been provided to indicate 
ju'st a few of the large number of agendas that you can create from those 
materials. Once you have determined youh training needs, it will be, ar 
easy matter ior you 'to select the ap'^xopriate lessons and pleyr their 
delivery tp sfciit your available training times^ 

Before 0m begin planning your fi rst* seminar, however, you -will find . 
it useful to review the nature of"materials you will ffnJ in each lesson 
plan. Descriptions' of Section U organization and lessop plan contents 
•are providednn the introduction* to Section II.. ' 



SECTION II. INSTRUCTOR LESSON PLANS 
Introduction • 



In Sect ion. I, procedures were described for planning qjje or jnore 
seminars to, meet the training needs of instructors under your supervision. 
You will fincf the necessary instructional materials to conduct your planned 
agenda in this section. V 

Section II contains complete instructor lesson plans for each of the 
thirteen lessons described in Section I. Each Lesson Plan is divided into 
three parts: ^ 

* r. Lessen Plan Cover Sheets 

2. Detailed Lesson Plan ^ 



V 



3. Instructional Materials "^^ 



Lesson; Plan Cover Sheets 

For each Lesson Plan, you will find three cover sheets; The first 
sheet, a's rnay be seen in Figure 1, contains the lesson number and title, 
the general purpose of the lesson and the lesson training objective(s). 
Notice that the training objective is written in three parts to specify 
what ^the trainee (your instructors) must be able to do upon completion of 
the lesson (Action), how well the action must be performed (Standard), and 
what materials you are going^'to' provide "(Given) when the action is to^ be 
performed. 

On the second cover sheet (See Figure 2), you will find a listing o'f: 

1. The instructional techniques emploj^ed in the lesson. 

2. Materials to be supplied to the seminar participants. 

3. Instructional materi^ that you will need to conduct the 
lesson.. 

^4. References that may be helpful -to. you in preparing to 
conduct The lesaon. 

' 5. The estimated amount of .time that it will take to conduct 
the lesson. / 

6. The ger>eral sequence of activities that occur in the 
lesson.- 
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INSTRUCTIONAL TECHNIQUES: 
• 




» ** 




PARTICIPANT MATERIAL: 




INSTRUCTIONAL MAT.ERIAL: 




* 




• 




-* 








REFERENCES: 








% 


f 






TIME: 


• 


ACTIVITIES: 








• 














Figure |, 


Second Cover Sheet 
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The third and last cover sheet (Figure 3) describes the instructional 
activities of the lesson as they have been designed to facilitate early, 
intermediate, and final stages of student learning. Table 10 is a glossary 
of the terms found on the cover sheets, afiS is provided here for your 
reference. 



Detailed Lesson Plans 

The Detailed Lesson Plari (DLP) 'provides a step-by-step written 
description of the activittes- that the 'instructor is to perform in the 
conduct of the lesson. The KLP includes lecture notes, questions, 
demonstration instructions, preparation suggestions, etc., where necessary, 
A sample DLP page from Lesson" 1 is presented in Figure 4. The* DLP 
contains: 

1. Blank entries for lapsed time that you may fill in as 
you become more f&miliar with lesson content. 

2. Instructional Events. Detailed descriptions of what you 
, are 'to do as^the instructor. In Figure 4, there are 

lecture notes, discussion ^guidel ines, and class ques-' 
tions included ^for this portion of Lesson 1. 

3. Support Materials/Notes. Indicate^ whether support 

' materials are provided^ type of su]pport material (over- 
head transparencies, videotapes, self-instructional 
, readings, handout^, exercises, etc.), and at what point 
in the lesson the support material is to be used. In 
Figure 4, overhead transparency 1-1 is to be used for 
the "Traiiror Not to Train" discussion question- in Il'A. 
All support materials (except videotapes) may be found in 
the section entitled "Instructional Materials," immediately 
following "the Tes%on DLP. , ^ 

At the end of the DLP pages,- you will find copies of all exercises 
that participants will be required to perform for that lessorf, alx)ng with 
the -suggested answers to" thosfe exerc^ises. 

I nstructional Materia*ls ' ' 

Immediately following the DLP pages for each lesson, you will find 
paper copies of all the suppoH materials referenced in the DLP. These ^* 
include; - ' i ^ • ^ 

» f . • 

' 1. Printed copy of a^l overhead transparencies 

\ . , , ^ 

2. Complete self-instructional readings 

. / ^ 

» *3. Handouts * y 

4. Exercises - . 

Sf 

everything, but videotapes. 



INSTRUCTIONAL TECHNIQUES: 




PARTICIPANT MATERIAL: 


INSTRUCTIONAKfiflAVERIAL: 











^ REFERENCES: 
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Table 10 
Lesson Plan Glossary 

PURPOSE : * This is a brief statement of the overall goal of the lesson. 

It describes the relevance of the subject material and ^ 
explain why .the participant is^eing asked to master the 
skills* and knowledge in the lesson, if this is not 
self-evident. " ^ 

ACTION : This statement tells- the participant precisely what he/she 

must be able to do to demonstrate mastery of the material. 

GIVEN : This tells the participant the circumstances under which he/ 

she wil? perform, or the objects, information, or assistance 
the participant will have access to while performing. The ^ 
participant should perform under conditions as close to real 
situations as is practical in' the instructional situation. 

STANDARD : This tells the partictsant the acceptable level of perform- 
ance- that will be .required of him/her to„d?monstrate mastery 

V 

\ - ■ 

of the objective. 

INSTRUCTIONAL ^ * " ^ • . * 

TECHNIQUES : The instructional ^nethoclologjes used to communicate lesson 

sl<ills dnd knowledges, e.g., lecture, demonstration, group 
^ ^ discussion-, -film, role-play, etc. * 
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PARTICIPANT 
MATERIALS: 



INSTRUCTOR 
'materials.: 



REfERENCES: 



TIME: 



ACTIVITIES : 



T^ale 10 (continued) ' 

Those items the student must have either prior to or during 
the presentation of the lesson in order to participate fully' 
in the lesson's activities (e.g., pens, pads, technical out-, 
line subject handout). 

,\ 

Those items the instructof' must have readily available in 
order to present t-he lesson (e.g., film strips, written 
exercises, handouts, film plus projector and screen; etc.). 

Those specific documents, lectures, sources from which the • 
content of the lesson is drawn and which are cited or ' 
included in the instructor's or participant's material. 

The unit of timei. allotted for each lesson of the course. 
Times are approximate and will vary according to number and 
knowledgeabil ity of the participants. 

A. sequential listing of activities within each lesson, as . 
conceived by the designer t^Te best way to accomplish the 
lesson's. objectives (e.g., introduction, demonstration 
group practice, group discussion, summary).- 



INSTRUCTIONAL EVENTS ■ • • 

EARLY "STAGE : / Usually a presentation by the instructor, in lecture form 
supporleii-by overheads, of the basiV: concepts, principles, 
etc., to be covered in the lesson. * • / .. 
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INTERMEDIATE 
STAGE: 



Tabl-e 10 (continued) 



Usually- an opportunity for participants to practice applying 
the concepts, principles, etc., in specific cases, • 



FrNAL STAGE : Demonstration by the participants of their understanding 

of the concepts,, principles, etc,, usually applied to the 

development of instructional materials. Note that there 
* * 

is always' provisi'on f or fge^back so that any errors or 
misconceptions can be corrected immediately. 
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DETAILED LESSON PLAN 



Lapsed 
Time 


• - . ) * 

f . ^ » 

Instnrctjonal Events 




'.Supporj * 
• Matcrials/N^^tcs ' 




I« Introduction. , • 

A. Explain that" before one can develop 
training, it "is imperative to have well 
written 'objectives which are based upion 
* actual training- needs. 




0 


In this unit, we will examine the general 
procedures\for identifying what needs to^ , 
be trained*. 


• \ ' • 


• 


II. Development. / 






"''To^traim or not to train, that is the 
finst question*" SoTicit responses from 
* participants which, in their experience, 
indicate that training maybe needed,- 
(Write responses on chalkboard or flip 
chart.) 


Overhead 1-1 




B. Summarise >yith these observations about 
f * na rt i r i nsnt rp<5 D0n<5PS * * 


Overhead 1-? 


\ 


" ' 1. there are situatiVns where training 
is not the ^nsw^r to*.^l\e problem, ■ 


" 0 




" 2. Importance of good lines of -communi- ^ \ 
cation*^ anfl regular system checks. 

C. Emphasize the point tha't training is . 
rjgjeded wh^re: . ^ 


0 


0 


1. The job. is not being performedo 
prof)erly. ^ ^ ' " 


Over4iead 1-3 , 


t 


2. Present personnel have the abilvty.to 
' perform th^ job but do not have the 
skills and knowledges. 


c 
6 

u 




3/ Job constraints are not interfering ■ 
^ witH JOD periormdncc. 




* 


D. iBuestion. "To what end should you 

*^dress,th''e training?" . ' \ 






1. Solicit response^ from part.icij)ants. 

• * 


> 




2. Discussion ^houl-d .be led fioth^t 

there is agreement. that' trainiJig .* ^ 


* * 




^ Figure 4. Sample Detailed Lesson Plan 






• * * 

* ^ ** 2/ 





With the exception of the videotapes, all materials in the Instruc- 
- tional Materials section of each lesson are inteoded to be reproduced 
(photocopied, printed), including of the overhead transpa««itfies. 
Reproduced materials can then be made into 'a 'booklet to be distributed by 
you to your participants. Participants will then have a permanent record 
of the more important points of each lesson. that they ran refer to when 
theyreturn to their instructional duties,^ The on-the-job reference aspect 
of .the m,aterials provides the basis for the recommendation -that paper 
^ copies. of all overhead transparencies be included in the participant 
' materials. * • s v . ' . • 



The printed' copies of-pyerhead transparencies^ fxiund in each lesson can 
be made into actual transparencies -without much djfffclty. Most pKotocppy 
machvnes and quick-printing machines c:an be* loaded with the acetcite '\ . ' 
jnaterials 'used for overh^ead transparencies. When, the copiers^ paper has 
been replaced by acetate sheets {pr rolTs), making tranparencies is identi- 
caUto photocopylng;/except that the fi'ni§hed cOpy ts on acetate rather 
than paper. If you are 'not -famil iar with the procedures for using a* 
photocopier to make overhead transparencies, check with- the photocopier 
manufacturer's representative or salesperson in your. area, or check ^a local 
quick-print store nearby. • ' „ . . 



Numbering . 



Al? materials fof^ each lesson are numbered. The cover sheets and DLP 
\pages are numbered sequentially with the lesson number fipst ft)}lowed by 
the sequence number. Thus, page 2-7 is page 7 of Le^sson 2. All ^the 
nstructional materials carry the numoer as' referenced by the DLP (i.e., 
Miverhead 2-2, Self-Instructional reading 2-1,' Handout 3-2, etc.). 
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LESSON TITLE: 



Lesson 1. Det'emiining Trai;iing Content 



PURPOSE 
1 



To familarize participants with' the cues which indicate a need for training as well 
as the techniques iPor gathering information tomake this assessment. 
2 To provide participants with the basic procedures of separating a job- into manage- 
able units of work activity and determine the underlying skills and knowledges of 
t\\e identified tasks. . " , " . 

3. To provide participants , with the skills and knowledges required to write behavioral 
oriented training objectives, v ' ' , ^ 







. TRAINING OBJECTtVE 

a 





GIVEN: 

1. & 2. Examples of task '•statements., • - 

3. A specific iob. < _ ^ • • ". 

4. Brief descriptions of personnel capabilities and job information. ^ 

5. Needs assessment informati.on' and a topfcal task breakdown of the job of 



instruttor. 



\ 



ACTION: . ' ^ . 

l.. "partipi pants will identify those ta'sfcs which are written in proper form. 

2. Part,icipants will, judge whether -t)ie 'level of detail of the task statement is 
adequate. 

3. Participants will perform a task breakdown. „, 

4. Participants will identify training requirements from a set of given alternatives. 

5. Participants will identify those training'requirements of highest priority.,, 

; . • ^ • ■ ■ - 



STANDARD: . • 

1. & 2. Wkh lOOi^ accuracy. . 
*3. 'Tasks will be-wcitten in task-statement form and to an appropriate level of 
' ' detail. ■^T"^ • ' ^ • ■ ' - •■ 

4. 100% correct identVication. 

5. Must. be,logically derived from the needs assessment and task inforiration- provided, 



jERjC 



-tT-i 



^^^^ 



? 



•JNSTRUCTipNAL-TECHNIQUES! 


4 \ ' 


1 . LectuFe/Overheads ^ \ . 

2. Group discus/sion . ' /i ^ 

3. Perfor:[nanceMpplication ^ > 


■_ • 9 




PARTICIPANT MATERIAL: 


INSTRUCTIONAL MATERIAL: 


« 

^•c 1. Participant's Handbook 

2. Handouts 

3. Individual exercise ^ " 

4. ^ Group exercise ^ • 

> 


^'^1. Overhead projector 

2. Overhead transparencies ^ 

3. -Handouts 

4. Exercises 


REFERENCES: ' 

... 




^ 1 • . 






%■ 




, « 

- i . 




TIME: • ' ' " 


' ACTIVITIES: , ^ 


4 hours 

♦ 

s 


1. Lecture/Discussion 

2. Indl vidua;! exe|;cise 

3. Review ' . 

4. Lecture/Overheaa ' " 

5. Individual exercise 
"5. Review 

, m,' 




\ 


a 

» 4 . 
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INSTRUCTIONAL EVENTS 



I. EARLY STAGE 



environment which indicate .a possible 



1, Group discussion of cues in the training- 
need for new/updated trairfing, --^ , 

2, Instructor lecture reviewing the stepS performed in completing a^task analysis. 

3, Brief lecture with overheads describing the process of identifying training 
requirements. . 



( 



IL INTERMEDIATE STAGE 

1, Lecture/discussion reviewing the advantages and disadvantageWf using common 
' data collection techniques to ascertain the need for training, 

2, Participants will perform two practice exercises identifying good and poor task 
/statements as well as identifying task statements which are and ah:e not of 

adequate detail . ' ' ' 

3, Participants perform an individual exercise in which brief descriptions of job 
taslcs^nd personnel capabilities are reviewed to determine the appropriate 
training requirements r 



IIL FINAL STAGE / - . 

Instructional teams will review hypothetical data to determine whether a need for 
training exi'sts. • ' ' '._'•.* 

1. Participants will complete a rtask breakdown of a simple job.' - - 

2«3. Group exercisejn which groups are provided with a t^sk breakiown of the jobxOf 
instructor,, with hypQthetical personnel capabilities, and needs assessment _ , 
information.. Groups ar*e to apply information learned to identify the training 
requirements, upon which to base an instructor's workshop training. ^ 
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DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



Support 
\ Materials/Notes 



I. ^ Introduction. J 

r 

A. - Explain that before one can develop 

•training, it is imperative to ^have well 
written objectives which 'ar^ based upon 
actual training needs. 

In this unit, we will examine the general 
procedures for identifying what needs to 
be trained. 

II.. Development. ' "* - 

• A. "To train or not to train, tha^ is the 
.fir.st question." Solicit responses from 
participants which, in their experience, 
indicate th^at .training may be needed. 
(Write responses on chalkboard or flip 
chart.) 

B. Summarize with these observations about 
participant responses: ' 

1. There are situations where training 
is not the answer to the problem. 

2. Importance of good lines of communi- 
cation', and regular system checks. 

C. Emphasize the point that training is ^ 
needed where: 

^ 1. The job is not being perform.ed 
properly. 

2. Presenf^ersonnel have the ability to 
' perform the job but do not have the 
skills and knowledges. 

3. Job constraints ^re vfot interfering 
with job. performance. 

4 

D. Question . "To what end s+K^jld you ' 
address the training?*' " 

1. Solicjt responses from participants. 

2;... Discussion should be led so that 
^ *" there is agreement that training 



Overhead 1-1 , 



Overhead 1-2 



Overhead 1-3 
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DETi^ILED LESSON PLAN 





Lapsed 
Time 


Instructional Events 


Support 
Materials/Notes 




* 




should only address ski-lls, knowl- 
edges, and attitudes that are needed 
to perform the job correctly and 
which the trainee does not already . 
possess. 








3, 


The skills and knowledges to be 
learned are called training 
requirements. 


Overhead 1-4 




* 


E. Question, "What two general types of 
' information are ne'eded to determine 
training requirements?" 


Overhead 1-5 




/ 


1. 


The skills and knowledges that the 
trainee possesses. 






• 


2. 


The specific tasks (with their 
requisite skills, and knowledges) that 
are required to perform the job. / 










Have participants review Handout 1-/, 
Solicit any other information that>^ 
should be added. 


Handout 1-1 






4. 


Question: How is this information 
obtained? ^ 








5. 


Refer participants to Handouts 1-2 
thru 1-5. Indicate that the handouts 
.•are for reference and are to be read 
at'^the participants leisure.' 


Handouts 1-2 
t>iru 1-5 






F. Explain the basic guidelines for breaking 
a job down into specific tasks. 








t 


Determine only what must be done to 
^ do the job well . 








• 


Use brief statements comprised of 
only action verbs (observable behav- 
'iors) and nouns (plus a. descriptive ^ 
adjective or two' as necessary). 




1 




3. 


Briefly go over job breakdown flow^ 
charts. 


Overheads 1-6 
and 1-7 


— ■ « 




... 4, 


Review instructions on Exercise 1-1. 


Exercise 1-1 
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DETAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events 


Support 
Materials/Notes 




5. Review answers. 






6. Explain that the next step toward 

establishing sound training objectiv.es Is 
to identify the skills and knowledges 
that are required to perform each task. 


• 




1. TMs step is-'necessary since the 

oKiiio dnu K nowl eutjcS acoircu aiccace 
a training program 's^content. 


- 




a. Training for knowledge different 
• • -than for skil Is. 






b. Examples of knowledges. 


Overhead 1-8 




c. Examples of skills. 


Overhead 1-9 




2. , Explain term *'task analysis-' and its 
two parts. 


Overhead 1-10 




3. Providp an PXr^mnlp nf 'tr^<?k analv^ii*; 


Ovprhp^d 1-11 




H. Review the first two steps of training 

HpvpI nnmPnt"* /^nH PYnl;^"in fhp ripr "i i nn 

UC VCIUpNiCliL UMU CA|J,lulM UlIC UC f 1 Vu U 1 Uli U 1 

training requirements. 


• 




^ 1. Fir*it two p wp rp • 






a. <^ Determine trainee characteri^s- 
tics. 






b. Perform ta*ik ^nalvsis. fFxnlain 
in simple terms.) 




> 


2. Ejcplain that training requirements 

jjiitfiTiti* a TP t hn <^p *^ki11<i'r^ nd k nn wl prInpQ wh i rh 

are required by the job that the 
trainpp dnp<^ not nn<^^p<^<^-/ ^ ' 


Overhead 1-12 

* 




3. Explain the- process of deriving 

training requirements using Overhead 
1-13., 


Overhead 1-13 




}. , 

4. Review instructions on Exercise 1-2. 


Exercise 1-2 




5. Review answers t^ complete exer- 
cises. ^ . ] 


* 



-ERIC 



1-6 



i2 



Answers for Exercise 1-1 



PART I. Indicate which task statements are written in GOOD form and which are 
written in POOR form by placing a check mark (/) in the appropriate column. 



GOOD POOR 



1. Monitor flowmeter* 



2. Write daily work plan for all maintenance and 
' operating personnel on tbe last day of each 

month. * / 

•3. Demonstrate maintenance procedure. . 

0 

4. Score written testsi /_ 

« * 

5. Understand question. , 

6. Take hourly inspection tour. 



7. When you are lecturing to a class, make sure 
you speak clearly and audibly. 



PART II. Indicate which of the following task stat&ments have described a 
task to the level of detail that skill and knowledge i^equirements can be 
identified. - ' . ^ 

Not Enough Acceptable Too Much 
Detail Detail ' Detail 

1. Place pencil point on paper. ^ / 

2.. Prepare tnest answer key. ' / ■ 



3. Conduct class. 

4. Perform bhecmic'al ^na^ysis. 

5. Connect TV monitor to videotape 
V playback unit. 



Answers for Exercise 1-1 ; x\ 

Page Two 



\ 



PART III. The following are listings of items needed to complete various 
procedures. Your group will be assigned one of these items. Write^ a set of 
task descriptive statements for the items assigned* to your group. Write your, 
task statements on your Roup's flip chart* 

1. • Given a cold water source, a- water heating device, a jar of instant 
cpffee,.a teaspoon, an empty Gup with saucer, a cup of sugar, a cup of 
nondairy creamer, and a potj make a cup of coffee. * 



2. Given. a bax of cake mix, dozen eggs, .a cold water source, measuring cups, 
hand mixer and- bowl , wooden spoon, two cake pans, flour, stifk of oleo, 
and an oven, make a cake , (no icing). * 



3. Given 'a typewriter, a completed Jetter, ^an envelope^ person's name and 
address, a stamp, and a mailbox,, send a letter. * 



* ^SWERS: "There .are a variety of task statements that can be written , for 
each procedure. ♦ As l^ong as the groups* task statements are 
consistent with the guidel ines set forth in this unit, they can be 
considered correct. 



Answers for Exercise J-2 



Place a check • mark ( next . to the most appropriate' alternative(s), 

U A' former automobile mechanic has applied for a maintenance position at a 
large water treatment plant* Which of the following skills or knowledges 
is the applicant least likely to need addressed in training? 



a. Basic pump familiarization. 



/ b. Use of hand tools. , ^ / 

c. Water pi ant -safety procedures. 

d. Valve maintenance. 



2. The Public Health Service has jusf issued new procedures- for testing six / 
• common' water elements. These new procedures are very similar to those \ 

* already being used in your lab. You would like to have your experienced 
laboratory technicians learn the new procedures. Which of the below 
represents the most appropriate and efficient training requirement? 

a. Knowledge of the existing procedures for testing. 



J_ b. Knowledge of those particular -steps in the procedures which are 



new. 



c. Knowledge of each of the, steps of the ngw procedure. • 

d. Knowledge of the rationale for* changing the old procedures. 

3. You have just purchased a new integrated carousel slide/tape projector/ 
recorder unit for use in your classrooms. You wish to provide some 
training for your instructors in the operation of the unit. You also 
want to make them aware of the slide/tape packages available for use i^n 
training water supply operators. Your instructors routinely use carousel 
projectors to show slides they have taken themselves, and provide their 
own narration.. Which of the skills and knowledges below would not be 
appropriate training requirements? \ 

a. Knowledge of how. to load a cassette into tlje new unit. 

b. Knowledge of the advantages of using sli^e/tape packages. 

' c. Knowledge of optimal projection distances for the4jnit-. * 



^ d. Knowledge of how to correctly place, a slide into a standard 
carousel. ' 
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I 

o 

* ' " ■* 

Answers for Exercise 1-Z 
Page Two 



'4. A water plant supervisor job has as one of its task statements, "writes 
work order requests,."' The knowledge of how to correctly complete a work 
order request form should be least likely as a training requirement for 
which of the following applicants? 

a. A former English teacher. 

b. A former seryice station attendant. 



c. A former owner/manager of a small hardware stpre. 

/ d. -A former maintenance shift supervisor at a large surface mine. 



) 
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Overhead 1^1 



TO TRAIN 
OR 

NOT TO TRAIN, 



THAT IS THE QiJESTION. 



QUESTIONS ASKED BY THE TRAINING DESIGNER 



What does the job involve> 



Yw 







> 

No training is required. 



What skiUs and knowledget must the 
trainee have to be abl« to do ihe job? 








A non-training problem. tUook 
at motivation. Morking condi- 
tions, interpertonai relationships. 
etcJ 



Perform« 


nee aid? 






Format and content? 















.On-the-iob training? 






Content an 


d sequence? 



far th^ikilis and knowledges the 
trainee laS:ks. ^at is the most cost- 
effective way for him to acquire 
them? ' ^ 



Formal course 


^ ! 




Who wilt cone 
Content, strat 
and media? 


luct? Where? 
egv. sequence 
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Does the training approach and conterit produce 
the required job skills and knowledges'^ ICan the 
trained man do the job>) 



Overhead .1-3 




TRAINING NEEDED WHEM: 



1. JOB NOT BEING PERFORMEP PROPERLY. 

\ 

2. JOB D6ES NOT HAVE INTERFERING CONSTRAINTS. 

3i PERSONNEL HAVE THE ABILITY, BUT NOT ALL THE 
SKI LLS AND KNOWLEDGES TO PEHFORM THE JOB. 



Tl^AINING REQUIREMENTS: . ' 

SKILLS/KNOWLEDGES TO BE LEARNED THAT 
THE TRAINEE DOES NtTT ALREADY POSSESS. 




ENTERING BEHAVfOR 

Hncludes Basic Skills 
> 

,Strch as Reading, Writing, 
and Speaking) 
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INFORMATION NEEDED TO DETERMINE WHAT TRAINING 
IS REQUIRED: , 



• THE SPECIFIC TASK^S WHICH ARE REQUIRED TO pO THE JOB. ^ 



JOB-RELATED CHARACTERISTICS OF THE TYPICAL. T/^AINEE. 



\ 



ERJC 



53 - 



HANDOUT 1-1 



-1. 
■2. 



3. 



— . 6 » 

Job Performance Requirements. *(e.g.. What has to be done to perform 
tbe job correctly.) ^ ^ 

Trainee, capabil ities. . - ^ 

a. Education background* . • ' . ' 

1 ) Years att%nc(ed. ^ • 

2) Subjects/Major field. 
3') Degrees. - " 
4) Performance AwarfiJs. 

b. . Work" experience. - - 

1) Years at a particular job. ^ ' 

.2^1.' Job' responsibilities. 

3) Job performajTp^"^^ 

a) Self-repoH. 

b) Supervisor's report. 
" c) "^^^Stjjdent 's report/performanjpe. 

^ etc. ^ 
Special training. 
>) Military training. 
2*) Other training. \t 
Job environment, 
a. Resources. 

1) Physical* 
^ 2) Staff. \' 
3) Monetary. 



C. 



artpe. 

c 



■y 



i 



;eric 



Handout 1-1 . .. . * k 

Page Two ^ • 

Au-tocratic, democratic (i.e., degree of supervision and how 
perceived by employee)'. / 

'c. Time constraints. 

« 

d. Problems"th^t interfere with job performance, ^and evidence that 
problems exist. ^ . 



■■ • HANDOUT 1-2 » ' - 

Types of rnformation-Gathering Questions 

Two general classes of, questions that can be asked to a respondent either 
on a quest ionna^i re or in an inter^view. • • 



Closed-end questions > 



1. Description - generally can be answered by a given fact- or facts 
because the question is usually very structured and may offer a 
limited number of possible responses. 

2. Example - How many operators did you train last year? 

3. . Comments - 

. Good for obtaining factual information. • 
• . Good where there are few possible alternatives. 
. Responses are short an^^easy to record. 

. Most people will answer this type pf question on a question- 
naire. , 

Open-end questions . 
% 

1. Description - Unstructured questions for which aay number of 
possible answers may be given depending upon the desires of the 
respondent. 

2. Example - What are some of the things that you like best about 
your ^'ob? ^^|p 

3. Comments - 

. Useful for obtaining respondent attitudes, opinions, or per- 
ceptions. 

. Useful where the*answer is not predictable. 

. Can be used in the early stages* of j'nformation gathering to 
help formul|te closed-end questions in later Information- 
gathering stages. 

. Few people Mend to answer these questions on a quection- 
naire. ^ ^ 



HANDOUT 1-3 
Pointers in the Design of a Questionnaire 

It 

Decide whether questionnaire is tOvbe^ self-administered or used as the 
basis of an interview. ' . 

'Questions should satisfy the goals'of your inquiry. 

Ask no more questions>,than are needed to provide the necessary inform-' 
atioh. ' ' ' 

Phrase questions in language appropriate to your intended respondents, 
in a way -which does not slant the response, and does not embarrass or 
place the respondent in air awkward positian. 

J^tjmber all questions and arrange them in a logical order, 

• Questions should be*^ arranged by.topic, 

• Questions should be arranged from the general to the specific. 

Write complete an^d concise instructions; instructions should be- 
written in different typeface than the questions. 

Provide adequate space for writing answers. 

Pretest your questions on a sample of peers pr^a small group of 
respondents. . , 

To increase the rate of return: - 

."^^Print on colored paper. 

. Address personally, if possible. 

. Follow-up by phone *or another copy of the questionnaire. 

. Funnel questionnaires through one person, a supervisor, if 
possible.. * 

. Supply stcimped, return envelope. , 



V 
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Improving the Quality of Interview Data 



Conducting a personal .or telephone interview to the mutual ,satisf action of 
both intgrj?iewer and interviewee' is more than a simple matter of asking a 
number of questions. Following the suggestions below will help to improve 
^ the quality of the data you collect when conducting int^views, 

1. Schedule the interview at the convenience of the interviewee. If 
you are conducting a telephone interview, indicate your, purpose, 
the amount of time that the interview may take,- and ask whether it 
would be more convenient to conduct the interview now or at some 
later time (to be specified by the interviewee). 

2. ""Once an appointment^ for an interview has been set, don't be late. 



3. 



Always explain the purpose of the interview clearly and concisely. 
An estimated 70% of people who are interviewed are not clear on 
what ,the purposes of the interview were, at its conclusion. 



4. Be natural, informal, courteous and attentive. Your undi vided 
attention is. the^ greatest compliment you can pay. 

5. Make the interviewees feel that they are being consulted rather 
than being cross-exam'ined on a witness stand. 

6. Do not expect to talk more than 10% or, at most, 20% of the time. 
^ Your job 4s to' 1 isten . 

7. Use the first part of the. interview to determine the scope of the 
subject matter being analyzed, so you will be better equipped to 
obtain the* data you need. Open-end questions, neutraT responses, 
and pauses serve as prompts to get this general information. 
Closed-end questions will probably become necessary to establish 
factual' data and follow-up information. 



8. . At the end of the interview, summarize the key points made in the 

interview. This lets the interviewee know that you have been lis- 
tening and that you care enough about his/her contributions to make 
sure they were heard correctly. Summarizing will also provide the 
opportunity to correct or confirm your perceptions of what was 
said. ' * * . 

9. Don't be afraid to ask for clarifications or examples of statements 
that are not clear to you. 

10. Don't be afraid of silence. 



ERIC 



11. Express your gratitude, to the interviewee for the time- spent 
answering your questions. Leave the door open for possible follow- 
up conversation with the interviewee should the need for additional 
information- or clarification arise. 
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^ HANDOUT 1-5 



Advantages and Disadvantages of Data Collection TecKniqaes 



TECHNIQUE 



ADVANTAGES 



DISADVANTAGES 



In-Person High response rate Costly in both time and money unless 

Interview closely controlled 

Provides most information ' 

for time spent Provides some extraneous information 

Provides most accurate Requires trained interviewers ^ 
information 

Not all people 'a.re capable of being 
Responses can be pursued good interviewers 
to obtain greater detail 

May cause suspicion of motives ^ 



Telephone Less costly than in- 
Jnterview person interviews (no 

travel time snd expense) 

May be quickly 'conducted 

Easy. to supervise 



.Less sensitive than* in-person 
interviews . ^ 

Provides no non-verbal feedback 

Can be cut short by the interviewee 

Requires trained interviewers 

Requires pleasant voice (appearance 
may compensate for unpleasant voic^e in 
person) , " / 



Question- Yields large amounts of 
^ naire information 

Does not require trained 
interviewers 

Restricts respondent to 
specific areas 



Requires very explicit instructions 

Return rates tend to be' less than 50% 
(especially if filled out on a 
person's own time) 

Group responding" IS required for a 
better return rate 

Provides opportuin,i.ty for 
collaboration among respondents 

Must build, in an incentive so people 
will return questionnaire 



Handout 1-5 ^ 

Advantages and Disadvantage? of. Data Collection Tgchn-iques 
Page Jwo ^ ' 



TECHNIQUE 



ADVANtAGES 



DISADVANTAGES 



Observa- Establishes what people Results comprise small sample .of 
tion actually do, not what . . behaviors 

they say they do 

May be expensive and time-consuming 

May be a(?compl ished 

directly by trained - Requires skilled observers 
observers or indirectly 

with automatic cameras Direct observation can tias wo^pker 

' • *. " // performance' 

Provides d^ata on physical , 
environment 

r 

Can help pinpoint problem _ * e . -ee 

areas . ' * • « 



Document Less costly than other Dat^ collected may be intorrect if 
•Review methods . > ^ / outdated material reviewed 

K * ' * 

Hel ps identify other May bias the design -of instruction 

areas and documents ^ to 
* analyze ^ " . ^. , 

Requires Jittle special 
training 

Allows a novice to become 
knowledgeable .in the area 
being analyzed 
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INITIAL BREAKDOWN OF THE'JOB.OF INSTRUCTOR 



Instructor 



Develop Course 
Materials 



Conducts 
Classes 



Performs 
End-of-Course 
Evaluations 



Writes 
Revisions 
to Course 
Materials 



Overhead ]t7 . 



SECOND-LEVEL BREAKDOWN OF THE JOB OF INSTRUCTOR 



0 * 



Instructor 



Develop Course 
Materials 




Conducts 
Classes 



Selects 
Instructional 
Methods/IVtedia 



Performs 
End-ofCourse 
"Evaluations 



Writes 
Revisions 
to Course 
Materials 



Prepares 
Instructional 
Materials 



Prepares 
Trainee 
Materials 



( 



Selects/Arranges 
Instructional 
Facilities 
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Exercise 1-1 



PART. I. Indicate which task statements are written in GOOD form and which are 
written in POOR form by placing a check mark ( /) in the appropriate column. 



GOOD ' POOR 



1. Monitor flowmeter. 

2; Write daily worlj plan for all maintenance and 
operating personnel on the last^day of each 
pionth.' 

^3. Demonstrate maintenance procedure. ^ 

4. Score written tests. 

5. Understand question. 

6., Take hourly inspection tour. , ' \ 

' ^ - ' • i 

7. When you are lecturing. to 'a class, make sure^ 

you speak cleaHy and audibly. 



PART II. >• Indicate which of the following task statements have described a 
task to the level of detail that skill and knowledge requirements can be 
^identified, . • ' 



Not Enough Acceptable Too Much 
Detail ' Detail Detail 



1. Place pencil point- orrl^a per. 

2. Prepare test answer key. ^ 
• 3. Conduct c'lass. 

4.' Perform checmlcal analysis. 

- 5. Connect TV monitor to videotape.* 

' . playback unit. * 



i 

E 

H 



ercise 1-1 
ge Two 



PART III. The following are listings of items njseded to complete various 
procedures. Your group yi^l be assigned one of these items. Write a set of 
task' descriptive statements for the items assigned to your group.* Write your 
task statements on your group's flip chart. , ' , 



1. Given a cold water source, a water heating, device, a jar of instant 
coffee, a teaspopn, an empty cup with saucer,- a cup of sugar, a cup of 
nondai ry creamer, and a pot, make a cup of coffee. 



2. Given a box of cake mix, dozen eggs, a cold water source, measuring cups, 
hand mixer and bowl, wooden spoon, two cake pans, .flour, stick of oleo> 
and an oven, make a cake (no icing). ' " 



3. Given a typewriter, er completed letter;, an -envelope, person's name and 
-address; a stamp, , and a. mailbox, send a letter. , ^ 



KISrOWLEDGES: WHAT.MUST BE KNOWN 

BEFORE A TASK CAN BE 
PERFORMED. 



• THE LOCATION OF INTAKE PUMPl 



THE SIX PARTS OF A PUMP TO INSPECT. 

4 



• CHARACTERISTICS OF A.PUMP THAT 



INDICATE A NEED FOR MAINTENANCE. 



THE FIVE STEPS REQUiaED FOR PUMP- 
SHUTDOWN. ^ 



• THE PROCEDURES FOR REMOVING * 
PUMPSEALsf. t • ^ 



SKILLS: THOSE PHYSICAL OR PERCEPTUAL 
ACTIVITIES REQUIRED TOPER- 
FORM THE TASK CORRECTLY. 



CAN DISCRIMINATE BETWEEN EXCES- 
SIVELY HOT AND NORMAL HEAT 
RANGE OF'A RUNNING PUMP. 



CAN^DISCRIMINATE BETWEEN NORMAL 
AND EXCESS! VS VIBRATION OF RUN- 
NING PUMP. . . ' 



CANSIsCRIMINATE between NORMAL 
AND EXCESSIVE LEAKING OF WATER 
FROM A RUNNING PUMP. 



CAN USE COMMON HAND TOOLS. 



CAN DISCRIMINATE BETWEEN THE 
SOUNDS OF A N0RM4L AND A CAVj- 
TATING PUMP. s^. 



Overhead 1^10 



• 



THETWQFARTSOF ATASK ANALYSiSARE:; J 



1. DETERMJN^THE JOB PERFORlVlANCE REQUIREMEF^TS. 



2. ipENTr^Y SKILLS AjSlD^RNQWLEbGES WmCH UNDERLIE 
.jOBPEPFORMANefe. 



Ac- 



4' 
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Task Analysis Worksheet * 

(CONTINUATION PAGE) Page J_ of _4. 



Tafk No. & Title: ^ 8.0 


Position Title: 


F — 

Analyst: 


Date: , 


Perform Pump Preventive Maintenance 


" Operator 


J. Doe 

U a< , 1 


4/7a 



Task Details * , > 


No. 


Activity 


Skill/Knowledge Required 


Notes • 




' Perform routine inspections. 


1. 


Knows: 

• 


' Equipment schematics/model. 








a. Pump locations. * 

b. Pump parts. . 

c. Characteristics of 
potential malfunc- 
tions.\ 


\ Slides or old pumps may be 
used for early stages of 
l^arning.^ 






2. 


*» 

Can recognize hazardous 
characteristics when 
encountered. r*^-. 




o 

• 


f 




a. Visual discrepancies! 

b. Auditory discrep- 
' ancies* 

c. Excess vibration. . ' . , 

d. , Electrical burning. 


s 

i > 

9 

f - 






3. 


Knows immediate cxvcx&C' 

I XI ■ w w 11 rial 1 wViiu &w w Wl 1 

'tive action to take, if 
needed. 


Stress liifety. ^ 


8.2 


• 

Replace pump bearing* 


1. 


Knows pump parts. 


Manufacturer's SOP. ^ . 




* 


2. 
3.. 


Knows replacement 
procedure. 

Can use hand tools. ' 


» * 

Demonstration. 
• * 


8.3 


Replace pump seal. 


1. 


Knows pump parts. 


Manufacturer's SOP. 


A 


> * • 


2; 


Knows repaii: procedure. 


Demonstration. 






3. 


Can use hand tools. 





o ■ • 
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Overhead 1-12 

' r 

e ' * 

TRAINING REQUIREMENTS ARE THOSE KNOWLEDGES AND 
SKILLS WHICH ARE: 

• REQUIRED FPRPERFpRMli^G THE JOB CORRECTLY. ' 

• NOT ALREADY IN THE INCOMING TRAINEE'S REPERTOIRE. 



Y 



Overhead 1-13 



_ / 



TASKS/ACTIVITIES 



Determine 
Knowlec^ 
Required 



3^ 



Determine 

Skills 

Required 



Deduct Knowledges 
already possessed 
by incoming trainees 



Deduct skills 
alreac^y possessed ' 
by incoming trainees 



TRAMMING REQUIREMENTS 



Knowledge to be trained for instructor tasks/activities. 
For example: 



• Content facts 

• Registration procedures 

• Instructional methods 

• General princtp^les of reinforcement. 



Skills to be trained for instructor tasks/activities. 
For example: 

• Develop speaking skills 

• Load and operate 16mm film projector 

• Write valid and reliable test questions 

• Develop good questioning techniques 



Required proficiency levels. 

• Requirements for speed (e.g., projector loaded for 
operation within three minutes). 

• Requirements for accuracy (e.g., choose the best 
instructional method correctly, not less than 90% 

^ of the time). 

• Allowable error rates (e.g., reliability of tests should 
not fall below .80). 



7l 
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EXERCISE 1-2 



0 

ace a check mark ( /) next to the most appropriate alternative(s). 

A former automobile mechanic has applied for a maintenance posi'tion at a 
large water treatment plant. Which of the following skills or knowledges 
is the applicant least likely to need addressed in training? 

. Basic pump familiarization. 



b. Use of hand tools. 

c. . Water-plant safety procedures. 

d. Valve maintenance. 



The Public Health Servic'e has just issued n^ procedures for testing six 
common water elements. These new procedures are very similar to those 
already being used in your lab. You would like to have your experienced 
laboratory technicians learn the new procedures. ..Which of the below 
represents ' the most appropriate and efficient -training requirement? 

a. Knowledge of the existing procedures for testing. 



b. Knowledge of those particular steps in the procedures which dre 
new. 

c. Knowledge of each of th6 steps of the -new procedure. 
t-i-H^ft wi n rig n nf j-jiP r flti/ t n ; il p for chan ging the old proce dures . 



You have just purchajsed a ne^ integrated carousel slide/tape projector/ 
recorder unit for use in /our ' classrooms. You vjish to provid* some 
training for your iostrtictbrs in the operation of the unit. You also 
want to make them'aware of the slide/tape pWages^ available for use in 
training water supply operators. Your .instructors routinely use carousel 
projectors to show slides they have taken themselves, and provide their- 
own narration., Which/Of the skills and knowledges ^ below would not be 
appropri-ate training requirements? ■ ^ - 



/ 



a. Knowledge of how to load a cassette into the new unit. 

b. Knowledge or the advantages of using slide/tape packages. 

c. Knowledge of optimal projection distances for the unit; 

di^ Knowledge of how to Correctly place a slide into* a standard 
carousel. , < . 
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Exercise 1-2 
P.age Two . 



4. A water plant supervisor job has as one of its task statements, "writes 
work order- requests." The knowledge of how to correctly complete a work 
order request ftm should be least likely as a training requirement for 
which' of the following applicants? \, 

\ 

a. A former English teacher. , 

b. A former servixre station attendant. 

J c. A former owner/manager -of a small 'hardware store. 

1 d. A former maintenance shift supervisor at a large surface mine. 



/ 
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LESSON TITLE: 



Lesson 2. Writing Useful Training Objectives 



PURPOSE: 



. To provide participants with the skills and knowledges required to write 
behaviocal oriented training objectives. 



. TRAINING OBJECTIVE 

GIVEN: ^ . y 

1. A list of objectives. 

2. ' Results of a needs analysis and derived training requirements.. 



ACTION: . ^ ' , 

1.. Participants will- identify objectives as good or poor, and list the reasons for the 
choice. \ 

2. Participants w411 write objectives to satisfy the requirements. 



STANDARD: ; 
1. With 100% accuracy. ■ 

2 Objectives will be written in behaviorally referenced format with three identifi' 
able parts, and will address all training requirements. 



ERIC 



INSTRUCTIONAL TECHNIQUES: 

Self-instructional reading 



PARTICIPANT MATERIAL: 


INSTRUCTIONAL MATERIAL: 


Self-instructional reading 






i 


REFERENCES: 

* * 
• 


1 

% 


TIME: ^ • ^ 


ACTIVITIES: ' 


3 hours 


1. Self-instructional reading 
•2. Individual exercise 

3. Group discussion 

4. Group exercise 

5. Review ' 

' \ * • 


■ - • I 
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■ . ■ ^ ■ ' ' . ■ c 


• 




- . - ? 

9 * 






INSTRUCTIONAL EVENTS 












1. EARLY STAGE 






Self-instructional reading explaining the process of writing behavioral 
objectives. *' 

• 


- 










II.. INTERMEDIATE STAG? > 




• 


Application of principles found in the self-instructional reading to simple 
objective writing exercises j« 






* 

• 


r 




r 


j 




III. FINAL STAGE 

* « 


. I 




Groups will apply princTples to prepare objectives for a unit of instruction 
(i.e. ..evening class; one lesson; three classes, etc.). , ♦ 




/ 








< 

* * * 
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DETAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events 


Support 
Materials/Notes 




I. The next step in the development process 
is to aoiually write' training objectives. 
ExDlain tnat the skills and knnwlprinpQ 
that the trainee does jiot possess that 
are required to perform the job are now 
known, and that training objectives will 
be written to address thnsp arpas 
(Self-^InstYuttional Reading #1,) 


Self- 
Instructional. 

rxcdCl Mlvj ft 1 
• 


f 


1. H$ve. participants turn to the reading 
assignment for Lesson 2, Writing Us^- 
ful Traini nn Dhiprt i upq 






2. This technique of presenting content 
is used to give participants an 
example of one alternative to 

1 prf M r i nn - * * 


f 




3. Explain that the subject matter for 

this sprt inrf is rnntai npH in f ho 

reading assignment. Topics included 
arp* ^ 






a. Characteristics of good training 
objectives. 






b. Exercises. . 






4. Assignment: Participants are to read 
the material in class and complete 
Exercise 2-1. at the end of the 
assignment. 


Exercise 2-1 




5. Answers to the Questions will hp ^ 
discussecf when* everyone h^s completed 
the assignment. /"^ 


§ 




6. Have participants begin reading 
assignment. Allow 15-20' minutes. 






7. Discuss thefresults of Exercise 2-1, 
'j ^pr^4de feeab^s>eir^as necessary. 


s 


• 


^ 8. Summarize the key points regarding 
% the writing of objectives. 


• 

/ 




a. Objectives are written to reflect 
the skills and knowledges 
required to perform tasks identi- 
fied as training requirements. 


w * 

* 
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DETAILED LESSON PLAN 



'I^i^truction^ 



Events 



b. Three ^ pants of a. well -stated 
objective* " * 

1) Given (conditi*on)--under . 
which the action must be 
performed. 

2) ' Action— what the t?rainee is 

to do. 

^ 3) Standards— by which the 
. action wi 11 be judged. 

Summary. Summarize the steps taken to 
derive sound ^paining objectives. 



B. 
C. 



Establish whether .the need for training 
is indicated.^ 

Determine trainee capabilities. 
Perform '"iTob Task Analyses: 
\. Breakdown the job into tasks. 
Breakdown tasks into stepS. * . 



2. 

3. 



Identify skills and knowledges 
required to do each, task. 



Derive ITraining requirements by 
subtracting incoming skills/knowledges ^ 
from ttiose required to do 'the job. The . 
remainder constitute the training 
requirements, i.e., training is, provided 
^nly for thpse skills/knowledges trainees 
need and do not currently possess. 



E'. ' Write training objectives. 

Review the requirements for Exercise. 2-2. 
(Optional) * ^ ^ 

A. NOTE : If possible, the participants 

should develop one set of training 
^. . objectives to be mastered by their 

students. These objectives can be 
—^derived from the background materials^ 

they 'have -brought tilth, them to the 

worjcshopr' 



^ Support ' 
MatcrialS/Notcs 



Overhead-2-1 



Overhead 2-2 



Exercise 2-2 
[See note on 
Exercise 2-2, 



2-5 



IB. 



DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



Indicate that each person is expected to 
prepare the following products for the 
water plant course he/she currently 
teaches, on' which they have the back- . ^ 
■ground information. ' \ 

1. A complete J isfing of training objec- 
tives to bfe accomplished by their 
students, 

^ • .' ^ 
T: All objectives are to be written, itf^ 
t 'three-part format. 

Indicate that there is a. two-hour time 
limit for this exercise. 

Explain that the instructors-t^e avail- 
able as resqurce pe-rsohs. 



E. Review exercise*products when completed. 



Support 
Materials/Notes 
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Answers for Exerjcise 2v-.l 





■"'GIVEN ($) ■ 


~ A'CTl-ONSfS) 






OBJECTIVE 


Qood 


Poor 


Good 


Poor 


-Good 


f oor'' 


r 


1. Upon completion of this assign- 
ment, participants will under- 
bLdiia now to wr ixe, LraiiTn ng 
objectives with ^ 'miriimum of 
errors. ^ 


■ 

• 






X 

Poor 
Verb 
Choice 


< 


Y 

A 

"Minim 
Undefi 
Term 


iim" 
r ed 

d 


uiveii d i^yTDie nanflwrri^tten 
draft of a report, trainee wiH 
type the report without error^^ 
c at a minimum of'20 pages per 
.day. ^ . 


X • 

* 




X 




. X 


♦ 


3. For a given list of .chemicals, 
stLfdents will be, aware jof the 
MCLs for each* 


> 

X ■ 






.X 

Poor 
Verb 
Choice 


X 


« 


4." Trainfees wil K perform the 
correct te'sts for* inorganic- 
chemicals. . 




V 
A 

No Con- 
dition 
Given 


V 
A 






X 

No 

Standai 
Given v 


• 5.- Us.ing a nephelometric turbidi- 
* meten^ trainees will demon- 
V strate how 'to test for 
• * turbidity by^ accurately 
^following''-the- standard 
- 6- .operating Vi^ftcedure. 


X 








X' 

• 
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Answers for Exercise 2-1 
Page Two 



6. Select two of the objectives from Exercise 2-3 wfth a "poor*' rating on 
one or more parts, and rewrite them In /the. correct form. of a train4ng 
objective. '\ . 

/ ' ' ' ' 



9 

\ 

7. Write -a training objective to reflect the ^operator task "replace vafve 
seal, " ^ ' ' ' k 

\ 




' • ^: " . INSTRUCTIONAL MATERIALS - 



'Lesson ,2. Writing Useful-Training Objectives 




Self-Instructional Reading #1 ^/ 

Traini ng Objectives . , ' , , ^ 

• We all have shared the experience of being a student. This is an 
important perspective to keep in mind when developing training coljrses. 
Think back to those courses you have taken where there was^ a misunder- 
standtfig as to what the instructor wanted from the stutlents.' The 
instructor lectured on one thing and tested on another. Or remember the 
course you sighed up for because it sounded lika^'t would be beneficial. 
Halfway through it, however, you found yourself heading in the opposite* 
dVection from -where you had intended to go. The course had ne clear 

^goal pr^purppse. _ , „ • ^ . , 

» . ' * * 

These and other similar problems you have encountered * as students 
are the problems you, as instructional designers, should strive to avoid. 
Vou must establish early, for the students and yourself, a clear under- 
standing of where the training is going. and what is expected of all con7 
earned. " . • . 

One way to approach this type of situation is to. perform a task 
analysis of the job, arid derive the training requirements. With this 
information in hand, you can begin writing clear statements of whatthe 
student should be able ^ do when the training if compl^ed^ These 
statements should f-eflect the skills and knowledges>equiretrto perform 
tasks identified in the task analysis. They also should be written. to 
clearly specify what the 'student^ is to do, under what conditions, and how 
h^is/her performance is to be judged. ' These statements -are course objec- 
tives and, if written in terms of what the studei^^^is to do, th^ a^e 
training objectives. ^ ■ ■ 

y '\ 

It is jmportant to establish training objectives early iri the Jdevel- 
opmental process. Remember that it' is the student who must benerit from- 
the course; You may also wish to write objectives 'for tjT.e instipuctor 
that vill specify what he/she is to -accompl ish within the;time ,framej,of 

"the course. - . > . ' 

t . ■ . ■ 

Examples" of instructor objectives might be to demonstrate the fo 
lowing procedures: (1) sampling for turbidity, (2) sampling for col iform 
bactferia, etc. These tjfpes of objectives are for the instructor's^. bene- 
fit onlyi and should be included in the lesson plans. Your primary 
emphasis, however, should be on writing ^ood training objectives for your 
students, stated jg terms of what-^He student will be able to do^ at the 
efid of training. 

I 

Training objectives are beneficia] in that they:, 
' ' ^ ^ • . / . . . - V 

"1. Establish clear-cut instructor- and student goals. , ^ ^ 

2,. . Provide a firm basis for development of performance measures 
•■^ (tests). ^ ^ ^-r , . * . 

. 3. Permit ^electiorf af ,the -mQsft- suitable instructional tech- 
niques; * y , \ \ 




Self^Instruction Reading #1 
Page* Two • 



In order fop a training objective to fulfill those expectations, it 
must consist of three parts. The three parts, of a well -stated training 
objective are: 

1. The Action (or behavior)"What the student is* to do." . 

t ^ 2. The Given— what .the-' student will be given to facilitate 
• his/her action. ^.'^'^ .v . * 

"^3^^ The Standard--hotet.we1'.l-^ and how quickly the student has to do 
jt. 

You can use these three parts as^' guidelines for writing training 
objectives b/ making ^yourself a chart similar to the one found .in 
Figure 1. ' > • 




1^ < 



Figure 1. Sample Matrix for Use When 
Writing Training Objectives 



'*i<Then, taking each task, asl^yourself the foLlowi,ng questions: 
1.. What has to be done? 



ACTIONS Z. Can this be done, in cTa-ss? 



^/ 3." »tJT It^cannot, what is the next-best student activity 
*V'^t'haft\^ ??ilT ^ approxim'ate this eXperiende? (e.g., 
. '1!^ practice sejsiof^s at a water plant^. I 
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Self-Instruction Reading #1 
Page Three 



6IVENS , 

« 

STANDARDS 



4. • What do I have to provide for the- student -to assure 
that he/she can perform the- action? 

r 

5. How well does the action have to be performed? 
.{e.g., with no errors, or within five minutes). 

Fill, in the chart with the answers to these questions, When you join 
all the information together, , you will hav,e a. training objective for that 
task. 

Now ' let's .look at each individual part of a weU-^tated' training 
objective. . " • • ' 



G IVEN ' 

A sample of five 
tasks of a water 
plant operator. 



ACTION '' 

Student ^jwi 11^ write 
a training objective 
for each task. 



STANDARD 

Within 20 minutes, • 
with all three 
elements present--the 
given, the action, 
and the standard. 



Action , • • , > 

An instructor cannot read the mind of the trainee to see, how well 
' .he/she understands. Only through some observable activity of the trainee 
■can thfi^xtent of his/her knowledge or .skill be measured.' Therefore, the 
"actiort^part fl-f the 6bjective should specifically state what the trainee 
must" do to td^ demonstrate -his/her. ' learning. The objective should be 
stated~so that everyone k'nows what the trainee must learn to meet the 
objective. - , ' . ' > ' 

/.in order* to specifically state what" the trainee should be able to* do 

• atAhe end of 'training, you must use- the • proper ve'rbs-action verbs. 
Kamples of action verbs are: 'solve* convpare, adjust, label,, etc.. (bee- 

-^Ible 1.) Using action verbs reiftices ambiguity. For example. Know how.. 

to use a 35m slide . projector^Js an ambiguous objective. It can be 
. interpreted in many ways. One /person may f6el that the trai'aee s reciting 

the operating procedure for the slide projector indicates . knowledge. 

-Another personmSy say that the trainee should be able to actually operate 
; the projector. Unless you specify trainee behavior with an action verb, 

he/she -may l#"arn something other than 'what you intended. 

The uerbs' you select shduld reflect actions that are observable, 
measurable', verifiable,, and reliajble, Jhey shoGld not be o^en to interr- 
prfetation. For example, it 1s difficult^ to objectively measure- or verify 

• how much someone enjoys or understands -s6mething, Avoid using such verbs- 



SjBlf-Instructi^nal Reading #1 
Page^ Four 




Table 1 
'Suggested Action Verbs 



SIMPLE 



as^sociate 

give a word for 

identify 

indicate 

label 

match , ' k 

mate ; 

name' 

repeat 

reply 

respond 

say 

specify 



activate- • 


open • 1, 


^^^^ • • 
, cite 


<hoose 


adjust . 
align 


operate 
pick up 


copy 
' .enumerate 


compare 
contrast 


close ' -*^pressw * 


itemize ' ^ 


couple 


cppy 


pull 


• letter ^ 


.decide 


(dis)assemb.le 


posh 


• -list ^ 


detect 


(dis)connect 


remove 


quote. ' 


differentiate 


draw *»; ' 


replace 


record 


-^discern ^ 


dupl icate . 


rotate 


reiterate 


distinguish 


grasp 


set 


repeat 


*di vide' 


Insert 


slide 


reproduce 


isolate 


lift 


signal • 


(re)state 


judge 


load ^ • 


stencil 


tabulate 


pick 


locate 


tighten 


transcribe 


Tetognize 


loosen 


trace 


type ^ 


select 


manipulate 


tune 


write 




measure v 


lurn off-on 


• 




move ■ ' . • 


£w1st ' 







COMPLEX 



allocate^ 
arrange ' 
assign 

characterize 

categorize 

cat^lqgue 

classify 

collect 

compile 

file 

grade ' . 

group 

fndex 

inventory 

mate 

order ' ^ 
rfhk ' 
r^te 
•sort 



anticipate 

calculate 

cal ibrate 

check 

compute 

condl ude 

convert 

coordinate 

correct * 

deduce 

define ** 

demonstrate 

determine 

diagram 

equate 

estimate/ 

evaluate 

examine ' * 

expect . , 



explain 
extrapolate 

• figure 
foresee 

^ general ize 
' illustrate' 

infer • * ^ 

interpolate 

interpret 

monitor 

organise 

plan 

predict 

• prescribe 
program 
project 
schedule 
translate 

ify 



accommodate 

adapt 

adjust to 

analyze' 

compose 

contrive 

construct 

correlate ^ 

create 

desTgn 

develop • 

devise 

diagnose 

discover 

find a way 

invent 

real ize^' ^ 

reason 

re.solve 

study ; — 

synthesize 

think through 

troubleshoot* 



-NOTE : Thjs list, is provided as a guide, and is not to be considered all-inclusive 



Self-Instruction Reading #1 , • * ' ■ . * 

Page Five ■ \ * , ■. ^ ' 

when writing objectives. Instea4, use the best poss.ible action verbs that 
satisfy the general , criterr.a of being observable, measurable, etc., and 
that are appropriate to theHask. perfgrmance and training measurements.' 

Think of some other examples of "good"" verbs to use when .stattng* 
training objectives, and think of some other "poor" verbs you .should avoid 
using." Write three .examples of each under their appropriate heading.. 
Compare your examples with those found in Table 1 on page 4 "of this 
reading assignment. - ' • ' 



1. 
2. 



3.. 



"GOOD" VERBS' 



-1. 
2. 
3. 



"POOR" VERBS 



Ideally, the outcome behavior of your objective will be the same as 
the job behavior (skiiT or knowledge you identified, as a trai ni ng .require- . 
ment). If job behavior involves filling out Form .A, the objective s 
action should involve an opportunity to fill out Form A. .The objecti^ 
will allow trainees, to practice job behaviors in a supervised learning 
environment . ' ' ' . ' ' • ' . ' 

What about those job behaviors which cannot be duplicated in the 
.'training environment because Of safety, economic reaspns,- or other 
practical considerations? ' For .example, one job, befjpvior requir>4 of 
astronauts might be to "walk around on the moon for extended, periods of 
'time without harming themselves, or damaging their equipment.". Clearly, it 
is impossible to exactly duplicate the behavior in- training. In cases 
sucfv as th'is, the l^rinciple to be remembered I's: Th£ resulting .training 
behavior should be "as close 'as possible to the job behavior. One way ^ to 
solve the astronaut's training predicament is 'to deterroine the conditions 
of the training environment, and.state the training objectives as. follows: 

• ' • ^- ■' • ' t ' 

"Given a simuTated moon 'environment, .space, suit, etc.,^ 

• the astrorfaut wiTl walk around for-.^'. . .' - * 

• Job-related objectives f6r traini-ng new operators may include: 

1. ' From a flow., diagram of a treatment plant, determine the number 
■ 4" of inlet and outlet pumps. . - , » 

2. From a 'list of common water contaminants, check those which 
|re ineligible for an exemption from SDWA 'requirements. 



Self-Instructioi?al Reading #1 
Page Six 



3. For turbidity and microbiologlcals, write the number of moni- 
toring samples required by the SDWA' per month for a water 
treatment plant* serving 10,000 people- * ' \* 



Gi vens ' 

. As you have seen in the three previous examples, there is a need to 
clearly state the limits Jnd/or conditions of trainees' performance when 
writing training objectives. ^To help you determine the conditions to set 
for your objectives, you must consider a number of th'ings/ For example, 
has the trainee had prior experience or ^training? What materials or 
equipment will the trainee 'have to work with? Can he/she select tools to 
be used, or use notes taken on th^subject? In the "givens" portion of 
.the objective you must specify the objects, events, human behavior^^i 
words, or symbols which .will be prtesented^to the trai'jiees' at- the 'time that 
they are to perform. You will be setting, the stage foK^r^inees* perform- 
ance 'and you win want the stage t\ resemble. the jbb^Onditfons as much as 
possible. * V ^ ' I ' • ' ^ 



are: 



Goa^ to keep in 




wrixing ^the "'givens"Vpart: .of an objective 



^1. State trte conditions imposed upon the student (e>g« Given a 
list of verbs , trainee wilJ check those whjch are, action, 
verbs. ) ^ . ° , - / 

? • ' ' . ^ . 

2. Establish the working conditions (e.g.. Using ava'i 1 able 
' NTOTC resources , prepaVe 5 one-hour unit of instruction gn 

writing behavioral objectives.) 

3. Don't overuse the word "given;" use variations (e.g.. From a 
specified list of verbs , trainee will select those which are 

' action verbs. ) - 

Whith^df the .following are 'examples containing clearly stated cond-i- 
tions? * ■ ' . . , 



• 1. 

2. 
3. 

'■ ' .4. 



ERIC 



Given 'a chemical formula, students will calciilate the proper 
proportions of the reactants. . ^ ' , 

♦ * «. • * 

Using only the six ' tool s * in .ar specified . tool box, traine'es 
will xppair a high speed pump; ' , ' " 

Given efipugh time, students wilT .learn to 'appreciate ^the 
importance of meeting t-he standards ^ for MCLs^ set -by .EPA. 

Trainees complete Form <A- within fivd minutes. • 



IV 
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4. 








» 

» 

r 


The first two ace "examples of clearly identifiable conditions (or 
Jirnits) ..Tinposed "updng th^' trainees. Number three, "Given enough 
tin^fi^-;-^-" js suth a vague statement that it denies the imposition of 
•any Qonditions or liinits. The fourth statement does constitute a lijnit 
but-'cartnot to be considered ,a condition to be imposed upon the trainees. 
, Jt IS not somethi ng, the trainees nave to work wiun, our a conscrdinc co 
perform wit+iia^'or a goal to reach-,: The -^fourth example illustrates the 
third part af an objeoti ve--the standard. 

* 


• * 


/ 


Standards^",^ . . ' 


* 




The third requirement for a wel 1 -prepared objective is a clearly 
stated (or clearly impl red) • standard of performance. The standard of 
performan^ce is. desfgned to m'easure how well the trainee performs the 
specified acti-on(s).. The criteria for standards are that' they be both 
compjete and accurate. * - " , 






When writi'ng objectives, you must determine which tj^pe of standards 
•the trainees vtf'll h^ve to meet. Six types of standards are summarized > 
for you in Table 2:^ ... \ ^ ^ 




• 


When writing ^tandarcls, t^^y to measure the behavior as .objectively 
as possible.- It 'is much easier to determine if trainees are meeting the 
standards if^the resultfng ' behaviors* canlbe observed and verified (quan- 
tified) by another instructor, student y^supervisor, .etc. Examples of 
verifiable standards' are: 




• 


1. From a list of 30 Common water pollutants, identify those six 
for which maximum^ contaminant levels hav^ not been estab- 
lished by EPA. ' . ' ^ \ 
r ' 




1 


2. Perform the -five, steps of the chlorine residual test proce- 
dure in the correct sequence without error, within ten min- 
utes. . ' ' 






^ ^There are times when the actions* td.be measured are^subjecti ve and 
difficult to eval-uate. . You-^will • not be* able to verify 'the* standard for • 
-these situations- Examples of these ar$: "maintain positive^ working 
'.relations with ^ sd per visors, . or "answer' - customer complaints 
courteously." Since these actions result in ambiguous objectives," it^is 
^suggested that you try to, aVoid such action statements. Verify your,, 
^'standards wh£rever possible. • ' *. 

r 1- ♦ • ■ ^ ■ ■ ■ 




. • 
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Table 2 
Types of Standards 



DESCRIBE STANDARDS BY: 

Referring to; a standard 
-regulation or operating 
procedure. ^ 



2. Implying the standard of MO 
ERROR. 



3. Specifying .mi ntmum acceptable 
, level of performance,. 



4. Specifyjng* time requirements. 4. 



5. Specifying, rate of production.* 5. 



6. Specifying qualitative require- 
Bients. . - 



EXAMPLE: 

Using available lab facilities, 
operator will perform ana'Tysis 
by. standard n^ethods for alkalin- 
ity and pH. 

Given a list of chemical feeds, 
operator; Will correctly 4den- 
tify the function of each. 

Operator wj^ll be able to recite, 
from memory, five of the eight 
major provisions of*the Primary 
-Regulations of the SDWA. 

Given the flow rate for a treat- 
ment .plant and a low chlorine 
readlag, trainee will compute 
the amount of lifluid chlori'ne to 
be added to bring the system to 
a given standard. • Computations 
must be completed within three' 
minutes. . i 

Operator wi IT perform routine 
maintenance and inspections once 
each day. , . 

Operator will maintain good pub- 
lic relations with the customers 
served. Public relations will <» 
be considered good if the fol- 
lowing conditions are present 
over a six-month period: 

(a) no customer cgmpilaints. * 

(b) no ^adverse media reports, 
etc. * ' ^ , 



Self-Instructional Readi/ig #1 
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For^each of the following job conditions, specify the standard "to use. 
(Refer back to Table^ 2, page 8 for. the variods types of standards.) 

CONDITIONS QF JOB ' STANDARD (S) OF JOB. 

J. CompTex proce'dures for whicfi ' 1.^ ' . * 

definite r-egulatiaiis' are pre-'t ' \ 

scribed by law. • ^ - ' 

2. Any activity when time is a -2. * * 
critical factor. ' * 

3. Usin^ formulas- or procedures 3. ' - • : 

ill wh-iVh the results are 

dependentyupo(j^oomplefe - * ' 

^accuracy.* . . ^ * , 

Tha answers "you should have chosen "are: 1) standard regulation or 
operating procedores, 2) time requirements, and 3) no error. If you chose 
these' answers, good for you. ^If you did" jjftt*^ reread the section on stand- ^ 
ards and/or -discuss your answers with -the instrueior durilig the discussion 
jsession 'Which will follow this assignment. 

Now that the basic principle/ underlying the preparation of train-ing 
objectives have been reviewed, ^you should check your undrstanding of those 
.principles by performing "Ex'erciie 2-1 oil the next two pages. We will review 
your • ^answer^ when all participants 'have completed the exercise. 



/ 



J 



10^ 



Exercise 2-1 



iJBJErrn/E"'' 



1. Upon/completionj^of this assign- 
ment', participants will under.- * 
• stand*, how to write training 

'objectives with •a minimum of • 
. errors. 



Poor 



. ACTIQN$(S) 
Good I Poor 



STANDARD (Si 



bood 



Poor 



'2* Given a legible handwritten 
'draft of a report, trainee will 
type the report ^without error 
at a minimum 6f .20, pages per ' 

day. . 



3* For^ a given list of chemicals, 
stuctents v/ill be aware of the 
' ' MCLs for each. 



4. Trai»nees^ wi n perform the 
correct t^sts fcrr inorganic 
chemicals.. . ' 



5. Using a" nephelometric turbi.di- 
meter; '^'rainees, will demon- 
strate how* to test for . . ^ 
turbidity t^y accurately 
following the standard ^ 
operati/hg procedure. 



: Qo 



• I- 




E^rcise 2-1 * 
Page. Two 



6. Select two* of the objectives from Exercise 2-3 with a "poor" rating on 
one or more parts^ and rewrite them' in the correct form'of a traj,ni#ig, 




7. Write" a training objective to reflect the operator task "replace valve 
seal." ' 7^ ' , ^ 

4 ' O 




Overhead 2r1 



THREE PARTS OF A GOOD TRAINING OBJECTIVE: 



GIVEN 



Where is the trainee to 
. perform the.action? 
and • . , • . 

• h 

..What equipment or aids 
yvill be given^to assist/ 
if*an\r?i. . 



ACTION 



What is the tr'ainee to do?- 



a. derived from t^sk 
^ description. 



b« observable* 




STANDARD 



How w^ell is the action 
to be performed? 

a/ how fast? 
b. J\QV\^ accurately? 



-'5 
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Si/, 



0verhedd*'^r2 • 



UNIT SUMMARY^ ESTABLtSrfiNG OBJECTIVES,, 

* c 
• ' . ' t ► , 

1. ESTABLISH THE NEED FOR .TRAINING. 



o ' • 



V- 



'-2' -DETERlVllNE JRAIN&E SKILLS AND KNeWLEdQtS". 



3 -DETERMINE j6B, REQUIREMENTS (TASK'ANAL>^IS) 
. ^/ BR:EAK JOB INTO TASKS'^ ' .* ' t^j'^ 



) 



. ;b^»,ldENT|FY3»KILtS AI\j% KNOWLEDGES 
f, •».'•. v> - % ' , ! *i . 



« 



4. DETERl^NE V^HAT .SKILLS AND KNOWLEDGES AF?E. 
. TO BE TRAINED, (f RAINING REQUI REM E1MT!S) 



5. WRlTE TRAII^ING OBJECTIVES. 



ERIC 



EXERCISE 2-2, INSTRUCTIONS 



"NOTE:- The purpo§e,^'of this exercisd is to ^ive the participants an 
opportunity to write training o&jectfves for'' their^ own courses. In 



V prel^aration for ttfiSj^-the workshop 
they bring background materials on 
operations they currently teach, 
oints far the individuals, and can 
tbe gnoup. ^• 




announcement should request that 
any/all oY topic§. in^water plant 
These can be used as starting 
also be .used fer discussfgn among 



Given '>^our knowledge of the* plant operators whom you , train in your 
^rea, and thk background materials you have brought with you, it should be 
possi ble for\you to^ define the trai ning required for your operators. 
.Remember' the \ equation you use ^ to^ 'Identify training requirements." 



X =.Jdb\ performance requirements 
. -Y = E'ntering /skills/knowledges of trainees 
^]Z^ trailing requirements 



Task 



Your task is [to develo{j«a set of training objectives for a course/ 
lesson yoi^ Current]Ty teach. These objectives will be derived, from the 
specific tasks you 



know must be performed by the water pl^nt operator. 



and your own perceptions of/the existing skills/knowledges of plant 
operators in your 



(area. 



Exerci se Product: 



1. 



2. 



'A completje -list of training 
course/lesson *yoLi have chosen, 
the thrle6-part foi^^oiat of 



ob^j^cti/ves to bp accomplished in 'the 
Al ]7 qbjecW^eWre-^te-^^ in 
IVtN, ACTION- aTid STANDARD. 

A course outline showing hpw j^ou will sequence those objectives, 
with delivery time assigned to each instructional activity leading. 
tO'Students' achievement of the objective. 



Time: ^ ^' 

t Wou have hour(s) to .Complete this exercise. (A function of ,time 

available and the number of objectives that you desire to have prepared.) 



LESSON TITLE: 



Lesson '3. Sources of Operator Training Materials 



PURPOSE: ' - 

1, To famiVlarize participants with the various types of resource cqns^derati^ which 
must*6e made 'in the desfgn of an instructional program, '^"'"^"^ f 

2. ^ To familiarize participants with the procedures for acquiring water quality educa- 
' ,tional .materials from NTOTC's, IRIS and IRC programs. 



TRAINING OBJECTIVE 



GIVEN: , . - 

1, & 2, Following a lecture/discussion of the various dimensions of instructional 
resources. i * , • 



. -1' 



ACTION: ' 

1, Participants will review resotirces available for use in the development of water 
plant operator training. 

2. Identify ttie source locaftiojis of training programs, videotaped and .slides and, the 
. procedures for obtaining them, • 



STANDARD: 

A 

1, Participants will make optional use of available resources. They will not plan to 
use resources which are not available, nor will they' fail to use resources which 
are- available which are appropriate for water plant operator training. 

2. Participants will cite the corre(;t locations and procedures for ol^taining instruc- 



tional materials with 100% accuracy 



— r r—t 

•INSTRUCTIONAL TECHNIQUES: ' 

1* Lecture/Discussion 
2. Demonstration 




PARTICIPANT MATERIAL: 

1. Partij:ipant' s Handbook ^ 

2. Handouts: 

a. EPA course descriptions 

b. ' NTOTC course offerings 

c. NTOTC packaged course listings 

d. Basic Instructor Training ^ 
Materials 

e. Drake University 'Instructor 
'Training Manual^ 

f/ NTOTC IRC Catalogue • 
g. NTOTC IRIS User's Guides 


INSTRUCTIONAL MATERIAL: 

1. ' Overhead transparencies/projector 

2. * Handouts: 

a. EPA course descriptions ^ 

b. .NTOTC course offerings 

c. NTOTC packaged, course' listings 

d. Basic Instructor Training 
' Materials 

e. Drake University Instructor 
Training Manual 

f. 'ntOTC IRC Catalogue 

g. NTOTC IRIS Userjs Guides 


REFERENCES^ 




• 


» > 

r 

i 


TIME: 

f 

I to 2 hours 


ACTIVITIES: 

1 • Lecture/Discussion 
2. Demonstration 






y ^ ♦ 

1 

% 


/ 

i 



f 



INSTRUCTIONAL EVENTS. 



I. EARLY STAGE , ^ 

^ » 

Instructor presentation reyiewing instructional resources to be considered prior 
to preparation (3f training materials and instructor-lecture detailing the pro- 
cedure for: ^ - . 

. . 1. Accessing .information in IRIS. / • ' . 

2. Accessing' materials in IRC. ^ / ' ' ' 




II. INTERMEDIATE STAGE 



1. Instructor lead discussion of each instructional resource, to expand and complete 
the itemization of resources. . ^ ^ ^ 

2. Instructor lead demonstrations of accessing Il^IS/ and IRC information. 



(11. FINAL STAGE ' ' . ■ 

1. Participants will use the instructional resjaairdes itemized to determine the - 
• available -resources for developing materials for operator fraining. 

2. Participants will be able to search IRIS for information and iijentify locations; 
constraints and procedures for obtaining water plant operator .training instruc- 
tional materials. ' ' ; ' \' 
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DETAILED LESSON PLAN 



Lapsed 
Jimc 



Instructional Events 



Support 
Materials/Notes 



I. Introduction. 



A. Explain that all- the instructional devel- 
. opment steps taken^ thus far have 'Resulted 

in completed s^cif ications for the 
intejided training course. 

B. Before actual .preparation of mater-ials 
begins, a trainer should carefully review 

- his/her resources to determine if there 
are ways to shorten development time or . 
to^determine whether there are lack of 
resources which will act as constraints 
upon development. 

C» Review 6f resource at this time will per- 
mit modifications to^ the training speci- 
fication$. 

D. In this unit, we will review various . 
dimensions of resources to identify those 
which may help or hinder training dgvel- 
opment, as well as -specific resources 
which may aid development. 

Development; (This section can be conducted 
either as a lecture or as a group djscussion, 
dependi'ng»on time available.) 

A. Briefly review the checkjis!*t of dimens- 
ions to be considered on Overhead 3-1. 

< 

B. Explain that each of these dimensions ^ 
will be consi(lered briefly and individ- 
ually. 

1. Time * Encourage participants to make 
notes on the overhead ih*their book 
as each topic is discussed, 

i. . ^ . 

a. Development time. Is it short^ 
(30-45 days) or long?^ Impacts on 
. the type of materials you can 
prepare. ^ 



Course length, 
short or long? 
hours. 



Total hours 
4 hours or 40 



Overhead 3-1 



Overhead 3-2 



DETAILED LESSON PLAN 



ft 



Lapsed 
Time 



1 — : — ' — 

Instructional Events 



c. CUss , schedule. How are classes 
•divided? One per week, two con- 
secutive days? Retention factor 
to be considered. 

d. Class time. How lo'n-g is a single 
cl^ss? One. hour, two hours? How 
much material can you anticipate 
covering in one class? 

e. Ask if there are other time con^ 
straints and add to li^t.- 



2. Cost. Have class review Overhead 

a. Development budget. How much 
rrfoney for: 

, ^1) Personnel support for devel- 
opment. 

, . 2) Audiovisual development. 

b. Capital expenses. Is there money 
for^: , • 

J) Purchase of video .tapes/ 
, ~n equi pmeht? 

2) Films. ' • . 

3) . Slide/tapes. 

4) Audiovisual equipment. 

■ 5) Demonstration equipment. 

c. Maintenance expenses. 

1) Replacing expendables such as 

• . glassware in a lab course, ^ 

. forms, projector bulbs, 

' reagents, test kits, etc. 

d> • 2) • Fees for guest lecturers. 

3)v Film/ec^uipment rentals. 



Support 
Materials/Notes 



Overhead 3- 



3^5 



101 



r 



DETAILED LESSON PLAN 



Lapsed 
Time 



Infstructional Events 



Support , 
Materials/Notes 



4) Transportation for field 
trips. ^* , ^ 

3* Development/Instructional Staff . 
Review Overhead S^A. ^ 

a. Development staff. 

1) How many are available to 
work on preparing materials? 
How long do you have? 

2) What are their respective 
areas *of expertise? 

b. Instructional staff., 

1) Affiliation. Do you have 
instructors on state staff, 
vocational schools, universi- 
- ties. Regional offices, AWWA, 
RWA, consulting engineers, 
water plant personnel. 

-2) Number.' How many are avail- 
able, and when? " ... 

3) Expert is^. ^Wh'o is best at 
whap ^ . 

4. Tnstructional Facil ities/Equipment . 
Review Overhead 3-5. 

• a. Location. Will it be far from . 
trainee population?. Will this 
irngact on breaks, starting/quit- 
ting times. 

b. Phygioal characteristi.es. Size, 
seating, lighting, temperature 
and noise control . 

'C. Equipment. .Screen, projectors, 
* projector tables, outlets, window 
blind^,nab equipment, vent fan*, ^ 

5.. * Pre-Deyeloped^aterial s . 
h \ 
a. Completed courses. 



Overhead 3-4 
« 

) 



Overhea'd 3-5'' 



> 



Overhead 3-6 



DETAILED LESSON PLAN 



Lapsed 
Time 



instructional Events 



1) EPA-sponsored course. Refer 
participaats to Handout 3-1,^ 
explain that the Handout con- 
tains information about each 
of the six EPA-di^ve^oped 
courses and is present for 
their review for possible 
reference to state training* 

• Have p^ticipants look over 
the handout for a few minutes 
and answer any qilestions that 
Kjay ariset ' . - 

2) Indicat e UidL I tT^re is'a 
national storehouse of 
water/wastewater training 
resources operatd by EPA and 
located in Cincinnati, called 
the National Training and 
Operational Technology Center 
(NTOTC).l- 

a) Establish the number of 
people a,ware of NTOTC and 

- i'ts operations. 

b) Briefly list NTOTC ser- 
vices in the area of 
traihinl^ 

. Provides training. 

, Develops courses and- 
materials. 



Support 
Materials/Notes 



Handout 3-1 



Overhead 3-7 



/ 



Overhead 3-8 



1 



NOTE: Requests for ^NTOTC materials referenced 
should be made directly to: 
National Training and Operational Technology 
Center 

Office- of Water Program Operations 

U.S. Environmental Protection Agency . 

Cincinnati, OH. 45-268 . . 

Phone: 513/684-7503 ; 
' Miss Eileen Hopewell 
ATlow sufficient time for delivery of 
materials. 



DETAILED LESSON R^AN 



Lapsed 
Time 



Instructional Events 



I- 



ERiC 



. Reviews and stores 
water/wastewdter docu- 
ments related to 
training. 

" . Maintains a lending 
library of inst,ruc- 
tional materials and 
media., 

c) Indicate" that each of 
these services may be 
.valuable to each trainer 
at one time or another 
and that we shatl reView 
each brieflj^. 

3) NIOTC* Training Courses. 

a) Conducted primarily on- 
si'le in .Cincinnati . 

b) Distribute catalog of 
current course offerings. 
Indicate tljaf dates, 
content, and cost is 
presented for each 
course. 

4) ^ NTOTC Develppmenjt" of 

Courses. 

. a) Distribute a listing of 
NTOTC-developed courses 
which are available to 
water/wastewater . 
train^ers. 

b) Distribute the materials 
from the current Instruc- 
tor Development caurse 
being developed ^y. NTOTC. 
(The Basic Instructor* 
Training Course.) 



Support 
Materials/Notes 



NTOTC Course 
catalogs 



3-8 



To? 



NTOTC Course 
1 i stings. . 



Basic 

Instructor 
Train-ing 
Manuals^ • 



DETAILED'^ESSON PLAN 



Lapsed ^ 
Time 



Instructional Events 



c) .Indicate that an advaaced 
Iris'tructor Training 
course was developed 
' under NTOTC. by Drake Uni- 
versity and -forms ^art of 
^ the workshop references. 

jj) Course development is an 
ongoing activity at 
NTOTC. 

5) Provide a brief description 
of IRIS.^ • . 

a ) Name : I nst ruct i onaj 
Resources Information 
System (IRIS). 

b) Is an information base 
containing current pollu- 
tion control trianing and 
'educat i onel materi al s. 

c) . Can provide trainers with 

a seaTutr-for available 
materials in a given siib- 
^ ^ ject area, aB'stracts of 
potentially useful docu- 
merits for review, access 
to audiovisual materials, 
arid much more. 

d) Explain that information 
from IRIS may - be 

' obtained through either' 
an abstract or a full 
document. (Overhead 
3-10). 

e) Explain that the full 
•coj/lection of IRIS 
Agstracts are' avai labile: 

. on Microfiche (3"a5*'' 
sheet of 'acetate film 
requiring a reading 
^ machine many -of which " 
are available at state 
offices, public or 
'university libraries}. 



Support 
Materials/Notes 



Drake 

University 
Instructor 
Trai ning 
Manual 



Overhead'^-g 



Overhead 3-10 



Overhead. 3-11 



er|c 



3-9 



105 





1 


DETAILED LESSON PLAN 


















.Lapsed 
Time 


InstructionaT Events 


Support^ 
. Materials/Notes 


* • 






. . as a bound 'document, 
•or 










. . on computer 'tape. 






- 




f)""Each of these forms- of , 

IRIS may be obtained .from 

ERIC/SMEAC for nominal 

charges as. indicated on 

Overhead 3-11. 
• •» 


Overhead 3-12 
• * * 








g) If you do not want- to 
- * search the IRIS abstracts 
for educational materials 
pertaining to a particu- 
lar subject, ER'IC/SMEAC 
will conduct a computer 
' ^ . search of the IRIS f^iles 
upon written requ'esF, 
char^ging oaly 'for 
computer tiffie. ■ ' 


Overhead 3-13 




< 




h) E)fplain w^i^ information 
is pulled out of a 
document* 


Overhead 3-14^ 


'A 


4 




i) Explain what is include^d 
' in the Descriptive 
Summary. 


Overhead 3-15 








* . ' /^^^^ ' 
^ . j.) - Explain th6 locations of - 

the information 'on a 
• ^ , " computej;; printout. 


Overhead 3-16 ^ 


« 






* 




• 

<3 * 


*> 


^ k) A search of IRIS 

Abstracts will give you 
an idea of which docu- 
ments may be helpful in 
developing operator 
, training. If yjDu now 
' want to r?ead ttie full 

.document based gpon what. 
/ , * * • you have read in. the 

abstract, the' full docD- ' 
' • ment may be pbained 
. • • ^ ' ' from: ' ' . 


Overhead 3-17 ' 

• 

> 






I 
* 


college libraries 

•*» 




• * 


0" ' 

ERLC 
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DETAILiED LESSON PLAN 



Instructional Events 



Support 
Materiajs/Notes 



. .^RIC/SMEAC 

. -Instr^ictional .Resources 
Center (IRC) of NTOTC . 
(a de5cription of IRC . 
foj lows)^. 

. or from the source • 
referenced in the IRIS 
Abstract. (In^many ^ . 
cases the only place ^ 
copyrighted materials 
can be obtained,^other, 
than public or school. ' 
1 ibrari%s. ) 

1) Notice that ^rnstruc- 
tional materials that 

\ have accorripanyihg audio- 
visual .materials^ are ^ 

. available .only .through 

, IRC or the'^source 
ref4renced in IRlS.^ 



m) Reviewexactly what -is ^ 
av^ilabt^ from. these ' * 
sources .and. their costs 
^s indicated 'on Overhead 
r 3-17^* ' / , 

.n^ Distribute IRC Lending 
Library Catalogs. 
(AyaUable^from NTOTC-IRC 
at no^scharge) and explain 
' IRC. borrowing/<iupl icatinq^ 
procedures. ♦ Briefly / 
review catalog entries. 
* 

<» 

t Page V--Table of > 
Contents: types of AVs 
ava^ilable. 

. Includes numerical 
index, and descriptive^ 
abstracts. 

• . Page 77— Dupl i cation 
and loan information. 



Overhead 3-18 



IRC Catalog. 



t 3-11 



i07 



DETAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events 


Support 
Materials/Notes 


- 


) 1 ' ^ .'Page 81--Xoan requests. ^ 






. 0^ rtnSWer aliy qutiortlUila 

regarding NTOTC, IRIS OR ' 
IRC. 






c. Other pre-developed materials 
from: ^ \ 






< 1) Manufacturers of ^equipment, 
or products. ^ 

2) Textbooks, programmed 
• instructional materials.' ^ 

6. Commi^nity Resources. 






a. Review Overhead 3-19. 

b. Water plants. Osed for perform- 
ance testing, field *trips> job; 
related instructions. , 

c. Vo-tech'Schoo3s. 'Check for 
related programs, couj^^s^^ mate- • 
rials. 

d. Libraries. Publ-ic, school, 
university, 1 ibraries. may have 

• , texts , etc . 0' use in mat en a i s , 
' preparation. 


Overh-ead 3-19 

• 




e. irdinees. oome trainciib iiiqj 

counted on to provide small group 
1 ns true t 1 un. 


m 




f. Environmental Training Centers 
are available in many states. 


% 




III. Summary. \- 


A, 




A. Before actually beginning preparation of 
^. ' * courses, carefully assess all resources 
^ 1 which ma^ significantly reduce develop- 
ment time or influence the specifications 
you have written for training. 


• 




• B. Remind participants' of the resources 

available through £PA Headqurters and the 
Regional Office. 





■ 3-12 lOQ 



j 



INSTRUCTIONAL MATERIALS 
Lesson 3. Sources of Operator Training Materials 



3-13. J yy 



INSTRUCTIONAL AND DEVELOPMENTAL 
RESOURCES CHECKLIST 



• TIME 



• COST 



Overhead 3-1 



• DEVELOPMENT STAFF 

• INSI RUCHONAL STAFF 

• INSTRUCTIONAL FACILITIESr'bOUIPMENi 



• PRE- DEVELOPED MATERIALS 

• COMMUNITY RESOURCES 



TIME 



DEVELQPMENTTIME 



• COURSE LENGTH 



• CLASS SCHEDULE 



Overheacf 3-2; 



• CLASS TIME 



• OTHER TIME CONSTRAINTS 



DEVELOPMENT BUDGET 
CAPITAL EXPENSES 
MAINTENANCE EXPENSES 



- I 



DEVELOPMENT STAFF 

• NUMBER 
•„ EXPERTJSE 

INSTRUCTIONAL STi«=F 

• AFFILIATION 

• NUMBER 

• EXPERTISE 
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Overhead 



INSTRUCTIONAL FACILITIES/EQUIPIVrENT 

.• FACILITY LOCATION : 

• PHYSICAL CHARACTERISTICS OF FACILITY 

• FACILITY EQUIPMENT 

o 

'A 
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PRE-DEVELOPED MATERIALS 

• COMPLETE COURSES 

• AUDIO VISUALS 

• OTHER 



i 



ERIC 



Ilo 



#1^ 



§IX OFFICE OF WATER SBPPLY COURSES 

( HANDOUT 3-1 ), 



f) 


Trtte of 
Court* 


Intended 
Audience 


Length 


No. of Coune^ 
jCompor>ents * 


Visual Aids 


No. of Units 


Pre-T«t 
Post-Test 


Pre-Course 
Activities 


Equipment 


Objectives 


Instructional 
Methods' 


Bibliography 


End of Course 
evaluation 




Prmciples 

Practices 
of Water 
Supply 
Operations 


Water 

Supply 

Operators 


100 Hrs. 


3— instructor's 

Manual 

Solutions • 

Manual 

Student 

Handbook 


Slide/Tapes 


5 Volumes 
VI - 4 Modules 
V2- 10 Modules 
V3- 9 Modules 
V4- 5 Modules 
V5- 3 Sections 


. No 

k ■ 


Unknown 

\ 


YjBS (Wljat, 
• -Unknown) 

V 


Yes 


Unknown 


Yes 


Unknown 


4 


Sanitary 
Surveys of 
Non-Coo*-* 
fDunity 
Water . 
Supplies^ 


State and 
Local 
Agency 
Personnel 


5 Days 


2 — Instructor's 
Manual 
Participant's 
Handbook 


1 6mm Movie 
35mrn Slides 
Overheads 
(Diagrams 
Maps) 


- 14 


' Yes 


Yes- 
Logistics 
Checklist' 
1 Provided 


Check Ltst • 

Provided 

(Lab 

Equipment) 


Yes 

/ -A 


-Demonstration 
-Lecture/ . 

Discussion 
.-Role-Play 


No 


Yes 


X 


Methods « 
for tjie 
Determina- 
tion of 
Chemical, 
Contaminants 
in Drinking 
Water 


Chemists. 
Lab 

Technicians 


5 Days 


2— Instructor's 
Manual 
Participant's 
Han(U>ook 


Slide/T^pes 

l6mm^Movie 

Overheads 

Video 

Cassettes 




Yes ■ 
% - 


■' ■ * ; 

Yes- 
VVell ' 
Documented 


Extensive 
Lab 

Equipment 


Yes 


—Lecture/ 
Discussion 

'-Demonstrations 

-Grq,up . . 
Participation 

-T Laboratory 
Practice 


Each 

Unit Lists 
References ^ 


Yes 

.V 

9 



11 



) . 



ir 



2f 

P 

8- 



'ERIC 



SIX OFFICE" OF-WM^ER SUPPLY COURSES 

( HANDOUT 3-1, CONTINUED ) 



Tittoof ' 
CoiirM k 


intwwiMi 
AudianM 


'*Ungth 


No. of COUIM 
Components 


Vitual Aidi 


No. Of Units 


Rr^Tiit 
Poat-Tett 


Pre«Couf^ 
ActivitiM 


' 1 
Equipment 


Objectivei 


Inatruciional 
MtthcMb r 


BiMiogrMiy 


Endof Cpufw 
Evaluation 


VarUncps 
and 

ExtffT^tions 


State and 
Regional 
Water 

Supply 
Officers 


2% Days 


2-ln3tructor's 
Manual 
Partifipant's 
Handbook 


Overhead=^ 
Transparencies 

/ 


* 6 


Ye$- 
Pra-Test 

Only ^ 


Yes 


Yes 

ChKkhst 
Provided 


Yes 

r 


-*Lecture 
•rGroup 
f Disc^sion 
-Exerclws-J 
-Case Studies 
-Problem 
Solving 
-Role-Play 


Yes 

. i 


Yes^ \ 


Public 
Notification 


State and 
Regional 
Water ^ 
Supply 
. Officers 


2 Days 


2- Instructor's 
Manual 
Participant's 
Handbook 


Overhead 
Transparencies 


4 


Yes- 
Pre -Test 
Only 


Yes 


Yes 

Checklist 
Provided 


Yes 


-Lecture 
-Grpup 

Discussion 
-Performance 

Application ^ 
-Self S^udy 
-Case Studies 


^No 


Yes 


Sv«ttm 

Operators 

'IScminar 

N 


Water 

Syitem 
Operators 


2 Oays 


2-lnstructor's 
Guide 
' Student 
Handbook 


3 Slide/Tape 
Prisenutions 


9 


Yes- 
for 4 

r . 


Yes 


Yes- 
Checklist 
Provided 


Yes- 
Measur- 
abie 
* Outcomes 


' -Lecture/ 
Ois(fussion 

-Demonstration 

-Workshops 

-Problem- ^ 
Sofving, 


Each 
•Unit has 
■Selected 
References 

— 





o 

ERIC 
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Overhead 3-8 



\ 




NTOTC SERVICES 

• PR0VIDE5TRAINING 



• DEVELOPS TRAINING COURSES AND,MATERIALS^:: \ 



MAINTAINS WATER/WASTEWATER DOCUMENT' 



SJORAGE AND RETRIEVAL SVSTEM 

• MAINTAINS LENDING LIBRARY OF INSTRUCTIONAL^ 
MATERIALS * \ 





/ 



Overhead 3 



FULL DOCUMENT 



ABSTRACT 



DATA FILE 



/ 



123. 



FULL COLLECTION OF 

IRIS ABSTRACTS AVAILABLE: 

• ON MICROFICHE- 
ERIC/SMEAC, AT NJOMINAL CHARGE 

• AS ABOUND DOCUMENT- 
ERIC/SMEAC, ESTIMATED COST $15 

• COMPUTER TAPE- 
|RIC/SMEAC,.GOST NOT 
YET DETERMINED 



124 



Overhead 3-12 



I 



^1 



ERIC'/SMEAC 



Educational Resources I nf carnation Center/' 
Science, Mathematici and Environmental 
^ Education ClearinghoDse. < 

Address: 1200 Chambers Road, Room 310 
Columbus,?Ohio43212 , ; 

Phone: (61:4) 4^2-6717 



m 4 



Overhead 3-13 




SEARCH oViRIS FILE 
WITH PRINTED OUTPUT: 

• ERIC/SM£AC- 

. FEE CHARGED FOR COiyiPUTER TIME 

• USER LOCATION 



' ' J- 

f 

IRIS - 

ABSTRACT CONTAINS THE FOLLOWING INFORMATION 

TITLE 

'■ • . • 

.PUBLICATION DATE 

AUTHOR(S) 

NUMBER OF PAGES 

' INSTITUTION WHERE PREPARED 

-SPONSORING AGENCY 

AVAILABLE SOURCE 

DESCRIPTOR WORDS 

\ 

IDENTIFIER WORDS 
, DESCRIPTIVE SUMMAI^Y 

* • • • 

fl 



^ ^. ^ \ 








s 


Overhead 3-15 ' 

I 


■ •: . ■ ^ ■ / 

/ 

/ * 

/ 

• . ' • / 

•\ . ■ 

\ 


• 


\ 




_ _ r 




DESCRIPTIVE SUMMARY OF INSTRUCTIONAL 
■ . DOCUMENTS CONTAINS: 




• SUBJECT AREA 




• TARGET POPULATION 


• 


• GRADE LEVEL 

i ■ ■ 




♦ • SPECIFIC OBJECTIVES 




• MAJOR TOPICS 




" " INSTRUCTIONAL METHODS 
• SUPPLEMENTARY ACTIVITIES 




# ' • — 




: ERjc , ; : .) 


> 







■y 
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IRIS ABSTRACT 



EW 736120 ED 107998 

PUBLICATION DATE: [75] 

TITLE: An Analysis of the Waste Water Treatment Maintenante 
Meojianic Occupation. W 

A\JTHOR>* Clark, Anthony B.J And Others 

3*' • * 

NO. OF PAGES: lOVpages > 

INSTITUTION NAME: Ohio State Dept. of Education, Columbus. 
Div. of Vocational Education; Ohio State Univ., Columbus. 
Trade and Industrial Education Instructional Materials Lab. 

SPONSORING AGENCY NAME: Office of Education (DHEW), 
Washington, D.C. ^ * ^ 

AVAILABLE FROM: EDRS Price MF'$0.76 HC-$5.70 PLUS POSTAGE 

" ' . . . • 

DESCRIPTOR: Communication Skills; *Environmental " 

Technicians: *Job Analysis; Knowledge Level;' *Occupat«)nal ' 

Information: Safety; Sanitation; Skill Analysis; Skill 

' Development: *Task Analysis; Task Performance; Work Attitudes 

IDENTIFIER.' *Waste Water Treatment Mechanics • * ^ ^ 

The general purpose of the occupational analysis is to provide 
workable, basic information dealing with the many and varied duties 
performed m the waste water treatntent mechanics occupation. The 
document opens with a brief introduction followed by a job 
description.. The bulk of the document is presented in table form. 

• Twelve duties are broken down into a number of tasks and for each 
task a twf^page table is presented, showing on the first page: tools, 
, . equipment, materials, objects acted upon; performance knowledge <^ * . ' 
(related also to decisions, cues and errors); safety- hazard; and on the 
second page: science; math-number systems; and communications 
iperforrpance molles, examples, and skills and concepts). The duties 
jncluda pefrforrnance of: screenings and comminuting; grit'rem'oval; 

"l)umping;flow mcMffrement; pretreatment by chemical addition; 
coagulation and flocculation; sedimentation; sludge wasting and 
digestion; biological decomposition via activated sludge, trickling 
filters, and oxidation lagoons; and chlorination. The document 
concludes with three appendixes covering work attitudes and desir- 
able personal characteristics, a list of standard tools, and 40 pages of 
items used in wastewiater treatment (BP) 




:ERJC 
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• / 



/; 



RJLL DOCUMENTS THAT HAVE NO COPYRIGHT RESTRICTfONS, 
MAYBEOBTAJNEDFROlOf: . . 



• ERIC LOCATIONS - TYPICALLY COLLEGE LIBRARIES 

• ERIC/SMEAC ! . ' * . ' 

ON MICROFICHE - NOIVllNAL CHARGB " 

PHOTOCOPY - $1.00 PER TITLE PLUS $.03/PAGE 
(NOAV) '* 

• IRC' , ^ • ° 

PRINTED COPYWITH AV's ^ LEI\H)ING LIQ^RARY, 
NOQ^ARGE ,r 

AV's ONLY - , » VIDEOTAPES, DUPUCATED FREE WITH 
\ . BLANK TAPE." 



SLIDE PROGRAMS, DUPLICATED FOR A 
FEE. • ' ' . 

f SOURcHrEFEJ^ENCED in X^Ie^ IRIS'ABSTRACT. 



- \vVverhead 3-18 



J 



\ 



IRC 

■ r : 

Instructional 
Resource Center 




er|c 



COMMUNITY RESOURCES i. . • / 



• WATER PLANT'S ' - 

- • • \ 

• VOCATIONAL/tECHNICAL SCHOOL 

• LIBRARIES , 

\ 

• TRAINEES AS INSTRUCTORS 

• ARE^ ENVIRONMENTAL TRAINING CENTERS 



LESSON TITLE: 

i 



Lesson 4, Selecting Instrucflonal Me^ds 



PURPOSE: 



2. 



To explain the criteria for optimal ^sequencing of criterion objecti 

To review: 1) the basic elements of any learning situation, and 2) 
instructional methods; incTudifig definitions, applications and limi 



comrnoh 
tations of 



each. 



TRAINING OBJECTIVE 

7 " 



GIVEN: « 

A list of sample criterion objectj^ves 
2.. Examples .of tjcaining situations. 
3.' Examples oT u/iits/df instruction, 
4: The training^^bjaoJives prepared in Lesson 2 



ACTION: 

r 



1. ' Participants will «arrange objectives in proper sequence. v 

2. Participants will prescribe correct instructional me.^hods to facilitate learning. 



STANDARD: ' 

1. Objectives-will.be sequenced to optimize learning. 

2. Methods chosen will be appropriate for the objectives to be achieved and 
r^sponsive^to^situational constraints. 



. 4-1 
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1. 






\ - . 

\ . . 

' \ ^ 








INSTRUCTIONAL TECHNIQUES: 


* 










1, Lecture/Overheads 

2, Group discussion ^ 

3, Performance /Application 

J* 


• 










"teRTIClPANT MATERIAL: 




rNSTRUCTlONAL MATERIAL: 








Participant's Handbook 
1 


- # 


J J Overhead projector 

2. Overhead transparencies 

3. Chalkboard and chalk 

" ■ w 






« 

* 


REfERCNGES: 




V 








TIME: 




ACTIVfTIES; 


4- 






2 hours * • 




Lecture/Overheads . * 
2, " Individual exerc\se/Review|L^ 


o 






« 


• 


• « ^ V 

St 

/ 


\ 


* 














1 ERjC 








• • 















INSTRUCTIONAL EVENTS 

I. EARLY ST/^E s. . ^ 

1. Brief instructor lecture describing general -principles of sequencing behavioral 
objectives to optimize learning. 

2. Lecture describing the elements of learning and way^rto ipanipulate them to 
optimize' learning. 



II. INTERMEDilATE STAGE 

1. Applicatiohva£sequencing principles to a limited rtumber of objectives in an 
iQ^dividual exer^se. * , « ' / 

2. Participants will a'pply principles of selecting instructional methods to .' 
hypothetical training situations. * - 



m. FINAL STAGE 

Training teams will: * 

1. Sequence .th^ir training objectives. 

'2.^ Select instructional methods for u5e for each oHitrs objectives. 



DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



Support 
Materials/Notes 



I. 



Introduction. 

A. Background 

1. 'ExRjain why sequencing objective's is ' 
important. 

a. Because learning takes place, over 

a period of time, you must 
- consider 'the sequence in which 
students go through coilrse 
material- materials. 

, b. Provides students with a logical 
order to follow in completing the 
.activities necessary for knowl- 
edges and skill development. 

c. Some knowledges and skills are 
prerequisites for others.- 
Example : One must be able to add 
before one can multiply. 



•II. Development. 
« 

A. Sequencing objectives. 

1. There is a logical development of 
knowledge and skills. Major consid- 
erations are: 

a. Determine which skills and/or 
• knowledges are prerequisites to-' 
performance. Example : obi lity 
to make metric conversions must 
precede the actual calculation of 
' . MCLs. 

t b. These become your enabling objec- 

t tives, which must be achieved 

before criterion (or overall) 
t objectives. 



2. Sequence objectives 
performance^. 



to reflect task 



a* Example 1 . Task of getting 
dressed in morning: "Take 
shower" pbiective precedes "Put 
on shoes" objective. 



DETAILED LESSON PLAN 





Lapsed 
Time 


Instructional Events 


Support 
Materials/Notes 








b. Example 2. Task of training 
•design: "Determine training 
requirements" objective precedes 
that of "write" objectives. 








o 

0 • 

r 


« 

sequencing of objectives: 

a. Need an objective that will gain 
•student interest early in the 
lesson. ^ 

b. N'eed to give students an overview 
of the- subject. 




- 




A 


c: Need for student success early in 
the course. 

r^anor;)! f^in'HplinpQ "f'nr Spnupncino 
Objectives.- - - • 

a. Begin with objectives that 
teach common elements. 

b. Assure that prerequisite 
'Skills and knowledge are 
covered early. 

* . <. 


Overhead 4-1 








c. Arrange*the enabling objec- 
tives in^-the same sequence as 
their 'performance on the job 
or task. * ' - 








5. 

1 


d. Group objectives into homoge- 
eneous' blocks of instruction 
on the basis of the similar- 
ity ot behaviors involved. 

e. Consider ''pace" of learning 
and motivational state of 
parficipant. Discuss with 
participants. 

Briefly review ""why" and "how" of 
sequencing objectives. Ask for 
question/comments before exercise. 


* % 






6. 


Have participants^-turn to-^xercise 
4-1. Instruct them to read the 
directions and complete the exercise. 


Exercise 4-1 
• 



. ERIC 



9' 
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137 







* 

DETAILED LESSON PLAN 




• 


• 


Lapsed 
Time 


Instructional Events 

• 




Support 
Materials/Notes 


- 


f 




Allow ;^hnii1' S mVRiitoQ 

answers to the exercise 
pletion of the review ( 
cise, ask the class for 
* and/or answers. i 

- B. Instructional Methods. 


1 vJU UVCi UNC 

L Upon com- - 
ff the exer- 
l questions 


T^: 




1 

\ 


/ 


1. Let^s take a closer look at the, 
methods and media that can be used 
to optimize learning.^ The terms 
- methods and media are often used 
interchangeably, but they are not 
synonymous. The basicf differences 
arero 

a. Method Is the procedure or pro- 
cess for , attaining an objective. 

b. Media are means by which the pro- 
• _ ' " cedure or process is expressed. 


% 






• 


Example*; Air travel is a method 
of getting fron one place to 
another. Some of the means by 
* which this method of travel is 
realized are jet plane, helicop-° 
• ■ ter, balloon, or dirigible. 

These^can be thought of as the . 
media by which air travel Is 
expressed. 




t 

• 


^■^/ 




c. The contrast between the conc^ts 
of method and media can. be seen 

-in Overhead 4-12. , , 

d. the fogr instructional methods we 
wi;ll cover here are: 


Overhead 4-2 
Overhead 4-3 








1 )^ Tecture. 


* 






o 




2) Deinonstration. 












3) ' Discussion. 












4) Performance. ^ 








' p ■ 












? ERIC 






* 





Lapsed 
Time 
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DETAILED LESSON PLA^ 



Instructionai> Events 



e. Cppon questions asked about these 
instructional methods are: 

1 ) How is - it defined? 

2) "Where is it appropriate"? • 

3) What ar^ its limitations? 

4) What are the guidelines for its. 
use? 

5) How can its effectiveness be 
evaluated? 

f. We will answer each of these ques-^ 
tions for the four methods to be 
discussed. . 

1 ) Lecture 'Method , 
' a) Definition. 

b) Appl icat ions. 

c) Limttations. 

d) Guidelines. 

e) ^ Effecti veness 

Evalyation, 

2) Demonstration Method . 

a) Definition. 

b) App'lications. 

'c) Limitations. ^ 

^ Guidel ines, 

e) Effectiveness 
Evaluation. , 

3) Discussion Method . 

a) . Definition. 

b) rAp.plications. 
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Support 
Materials/Notes 



Overhead 4-4 



Overhead, 4-5 



Overhead 4-6 



Overhead 4-7 



\ 



DETAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events ' - • 

• 


Support 
Materials/Notes 




c) Limitations. ^ 






d) Guidelines. 






• t 

e) Effectiveness 
Evaluation". 


1 

\ 

Overhead 4-8 




4) Performance Method* / \ 




.a) Definition. 






. b) Appl ica't^qns. 


\ 




c) Limitations. 






d) Guidel ines. * 






e)' Effectiveness 
Eval uation. 




• 


d. This course, fOr example, uses 
all four methods, ix\ cyclical 
fashion.- With each sktll intro- 
* duced, we begin wvth a; brief 
Lecture, or group Disqussion, 
then a Demonstration, or a 
practice exercise, and.finalfy 
you ^are asked to apply learned ^ 
' principles to (i.evel oping actual 
instruction, which is Perform- 
ance. 

10. Brief ly^^review material covered in 
this section. 


* 




QUESTION: Is everyone clear on the 
distinctions between the four 
methods, and their uses? 






11. Individual Exercise. All partici- 
pants should turn to Exercise 4-2 iit 
Participant's Handbook and answer the 
questions there. This will take no 
more than five minutes. When 
finished, we'll discuss. 

A- 

• ' ■ \ 

* 


Exercise 4-2 
• 



4-8 



Ho 



Answers 'for Exercise 4-1 

1, DIRECTIONS : * The following are behavioral objectives related to 
changing a tire/ Sequence them •as you would if- you were preparing 'a 
lesson on changing a tire. 

Sequence them by placing the Number^ '*1"* by the objective which' should 
appear first; the Number "2" by the one which would appear second; etc. 
Be* prepared to explain why you sequenced the objectives as you did. 

( NOTE : For the sake of brevity only the performance par;t of the objec^ 
tive is listed. ) ^ ^' " - 

Student will be able, to: ' • 

5 Demonstrate how to elevate the car for removal of the flat tire 
using'' a tire jack.* ^ 

' ' Close" trunk. 



7, Demonstrate removing the wheels. 



J Open the trunk and remove the .spare and other necessary items. • 

3 Remove the hubcap with a 'screwdriver. 



2 ' Block wheels with wood blocks from trunk.. 



9 , LoWer the car and remove the^jack. 

? Q P 1 ace toals, blocks, and flat tire in .trunk.^ 



_6 Remove the lug nuts. 

^ Mount the spare tire. 



4 Loosen lug nuts. 



2. DIRECTIONS : Groiip the objectives below into the units in which they 
should be taught. NOTE: ^ Some ob4jec£ives may not * group or sequence 
logically; find those that do. 

7 A. Open and close intake valve. 



2 B. Troubleshoot intake pumps, 



3 C. Adjust flow of chlorine. ^ 



3 D. Perfogm chlorine^residual test. 



2 E> troubleshoot distribution system pumps. 



I F. Open and close distribution system valves. 



2* 6. ^Write maintenance work orders. • *po66iblt 



Answers for Exercise 4-2 

DIRECTIONS : In each situation described below, check (/) those* methods 
which are most appropriate to produce effective learning. 

1. To teach someone the basic provisions of the SDWA. 

• / a. Lecture 

b.. Discussion 

c. Demonstrationr-^ 

Performance * 

2. To assure that water suppliers learn how to reptace a pump seal. 
a. Lecture ^ 

t). Discussion ' . * 

. / c. Demonstration 



/ d. Performance 



3. Instructing a group, of water suppliers in exploring possible tecti- 
• niques^ to use in generating an implementation plan to meet the 
requirements of the SDWA. 

a. Lecture 



/ b. Discussion 
* 

c. Demonstration 



d. Performance 



4. Teaching a laboratory technician the steps necessary >fn the perform- 
ance of a nitrate test. ' ^ 



a. Lecture 

b. Discussion 



/ c. Demonstration 



/ d. Perfofmance 



Us- 



10 



Answers to Exercise 4-2 
Page Two 



5,, To assure that water siTppliers are aware of the public notification 
procedures required by the SDWA. 



a. Lfecture 



j_ b. Discussion 
c. Demonstration 



/ d. Performance 



1^ 



INSTRUCTIONAL MATERIALS 



Lesson 4. Selecting Instructional Methods 



Mi 
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SEQUENCING OBJECTIVES 



' 1. BEGIN WITH OBJECTIVES CONTAINING COMMON ELEMENTS. 

— 2. .lASSji^ftE TMAT PREREQUISITE SKIJ-LS AND KNOWLEDGES 
^. - ARE dOVEI^ED EARLY. > ^ # 



,3. ARRANGE THE CdNTJNqf NT TASK 0$JECtJVES IN THE 
SAME SEQUENCES THEIR F^EiFC|f^MA^ ON THE JOB. 



4- 



4. &ROUR OBJECTIVES INTO HOMOGENEOUS BLOCKS OF 
INSTRUCTIONON THE BASIS OF THE SIMILARITY OF 
BEHAVIORS TNVOLVED. ^ ^ ' 



5. CONSIDER PACE OF LEARNING AND IMPLIED PARTICIPANT 
ACTIVITrES. 



/ . • EXERCISE 4-1 . • 

1. DIRECTIONS :> The following are bebav;o.ral objectives related to 
changing a tire., Sequence^^ them as you would if. you were preparing* a 
lesson on changing a tire. . ^ ^ 

Sequence rHjem by placing the Number by the objeclive which should 
appear first; the Number "2" by the one which would appear secondj etc. 
- Be prepared to explain why you sequenced the obj^ptives as you did, 

^ ( NOTE : For the sake of brevity only thK performance part, of the^ objec- 
tive is listed.) 

Student will ^be able to: , ' 

[>emonstrate how to elevate the car^for removal of the flat tire 

using a tire jack. * . " 

>^ ^ Close trunk. / 

Demonstrate removing the wheels. 

Open the trunk and remove the spare arrd-other necessary items. 

^Remove the hubcap with a screwdriver. 

Block wheels with wood blocks from trunk. 



Lower the .car and remove the jack. ^ ^ 

^_ Place tools', blocks, and flat tire in trunk. 

^Remove the lug nuts.^ ^ . ' 

' Mount the 5pare tire. ' . - , 

Loosen lug nuts. 

2. ^ DIRECTIONS : Group the objecti\^es below into the units- in which they 
should be taught. Some objectives may not grotrp /6r sequence logically; 
find those that do. 

A. Open and close intake vaLve. ' . 

B. Troubleshoot intake pumps. ' ^ <^ ^ 

^ &. Adjust flow of chlorifie. 

T> 

D. Perform chlorine residual test. 

E. Troubleshoot distribution system pumps. 

F. Ofien and close distribution system valves. 

. G. Write maintenance work orders. 
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H. Backwash filt-er bed. 
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SOME BASIC DIFFERENCES 
BEiTWEEN METHODS AND MEDIA 



4 



METHODS 



MEDIA 



A procedure or process for attaining an objective. 

Same method may be express^ by saveral' 
different media. 

Examples: The demonstration nwthod may 
be conveyed on videotape, film, 
or audio tape. 

Programmed selMnstructional 
* method may be conveyed by various 
media, ranging from motion ^ 
pictures to textbooks. 



A channel of communication. 

• Includes hardware, such as projectors, screens, 
tape recorders, etc. 



^ . • Includes software, such as films, tapes, computer 
^ programs. 

Same medium may be usecHcsconvey several methods. 

\ 0 > ' 

Example: A single motion picture may present 

various methods, such ^ a demonstration, a 
lecture or programnf>ed self-instructional 
material 
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INSTRUCTIONAL METHODS 






• Lecture 


\- 




• Demonstration 






\ • Discussion 


-i •,- , ^ 




' • Performance ' 
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COMMON QUESTIONS REGARDING 
INSTRUCTIONAL METHODS ' 

• WhaT Is It ? . - 

• Where Is' It Appropriate ? 

• What ^re Its Limitations ? , 

• What ^re The Guidelines For'' . 
. ItsUse ? - 

• How"^Can Its Effectiveness Be - . y 
Evaluated ? • > 7 / 
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LECTURE METHOD 



DEFINITION: ^ A discourse giveo^fore a class or an audience for instructional purposes. 



4fc o 



What are the Guidelines for Use? 

/ 

• Prepare an outline or plan In advance. 

t. 

• Organize the material into meaningful topics to promote understanding, 
■ ^ •Use visuaUids to express abstract concepts or to show relationships, 

• Allowtime for'a question and answer period to clarify points of confusion. 



How can its Effectiveness be Evaluated? 
• Difect questioning. 
. • Check tests, , 

. • Assume from performance or demonstration. 



Where is it Appropriate? * 
' • Early stage of learning. 

• Use in a formal course or in field-training condition. 

• Use if time is short and many ideas must be presented. 

• Use if number oflnitructors i^ limited and an instructor is responsible 
for a large number of students. 



• Use with all types of courses. 



What are its Limitations? \ 

' - ' . ' \- 

' • Limits student participation. The lecture can become a "tellmg session" 
" for the instructor. . * 

ft . ' . ' ' 

• Checking student learning prior to testing js difficult. 

• Student attention and inteirMt may wander. " 
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DEMONSTRATION METHOD 



DEFINITION: An accurate portrayal of the precise actions necessary to perform 
skills or processes. 

HiWhare is it Appropriate? 

• Use with oh-the-job'course, a formal cour^ or field-training condition. 

^ • Mo.st useful in teaching motor skills, simple manual skifis or processes, and 
foreign languages or other ve^al chains. 

• To set the standard of performance. 

9 To focus attention upon basic procedures. 

« 

• To provide overviews or set goals of instruction. 

: ^ \ 

What are its Limitations? 

• The demonstrator must be a skilled performer who is able to verbally explain 
each step being demonstrated, this may require many hours of practice. 

• Since the student does not perform DURING a demonstration, it is difficult 
to evaluate the student's learning. ^ . * 



What are the Guideltrnte for Use? 

• Have an expert perform the demonstration using actual equipment or 
apparatus the student will use on the job. 

• Simultaneously provide a simple explanation of the ongoing^procedure 

as it is being performed, Tell the "why" as well as ''what" is being performed. 
Point out the critical aspects of the procedure. 

• Provide repetition of complex operations. ^ ^ 

• Immediately follow by s^rvised practice. If Immediate practice is not • ^ 
feasible, ask student to vpbally describe the performance or process. ' 



How can its Effectiveness be Evaluated? 

• Direct questioning 

• Performance 

• IChecktest 
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DISCUSSION METHOD 

DEFINITION: ' Interaction between students and/or an instructor in order to analyze, 
explore, a^jd/or debate an issue, topic, orVoWem, 

WhBre is it Appropriate? 

e intermediate and final stages of learning. 

e Use in formal course or f ield-training conditions. 

• Use as an extension of existing knowledge or to clarify and amplify 
familiar material. 

• Use when students must learn to identify and solve problems, and to frame 
-'^heir own decisiohs. 

• Use when students need to be exposed to a- variety of approaches, interpretations, 
and personalities. 

• Use when teamwork istneeded. 

What are its Limitations? ' ' 

• Time-consuming and limited by class size. 

e Requires that participants have sufficient background so that^they can t^lk 
about sul^ct. 

• Avoid using group discussions in early stages of learning when new material is \ 
beir^ introduced, since students are new and inexperienced in the tobic area. 

What are the Guidelines for Use? 

• Know the subject matter to be discussed. 

• Verbally outline the specific problem or issue or provide a case study of the 
situation to be read prior«^6 the discussion. 

• Call upon individuals to clarify, analyze, and summarize. 

• Guide the discussion; do not lecture! ' ^ * 

• Be patient with group's slow progress to understanding. 

• Be alert to group's tendency to wander. 

• Use the Sociilfib approach. 

• Make sure alt students participate. 
How can its Effectiveness be Evaluated? 

• • Direct observation. . l 52 

' • Check test. 



%' 
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PERFORMANCE METHOD 



DEFINITION: Student practices, performs, and applies, under controlled conditions 
and close supervision, the skills or knowledges which have been 
previously explained and demonstrated. 

t • 

Where is it Appropriate? 

• Intermediate and final stages of teaming. 

• Use in on-the-job courses, formal course, and field*trainihg conditions. 

• To' permit the student to apply learning to actual situations. 

• To allow practice with job*similar conditions, under supervision and guidance. 

• .For verbal learning, problem solving or rule using, performance may be 
recitation, a written report, cast in a case study, or take the form of role*playing 
exercises. 

What are its Limitations? 

• It is time-consuming because students must be given the opportunity to 
practice until they reach proficiency. 

• May require special facilities and equipment which may be expensive and 
difficult to obtain. Once obtained, equipment must be constantly maintained. 

Usually requires: a higher student/instructor ratio than other methods of instruction. 

• Role-playing may be discQmforting for some students. 

What are the Guidelines for Use? . , 

• f l^n student skill development from the simple to the complex. 

^ * • Provide explicit instructions for the student to follow when he is practicing. 

• Provide safety precautions for the protection of the student and equipment. 

• Set up realistic work problems, degree of realism may vary with stage of learning. 
^ Skill in group dynamics required to manage role-playing exercises. 
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How can its Effectiveness be Evaluated? 
Group critique. 
^ Direct observation.^ ^v^.^ 
* . Evaluate written products. 
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EXERCISE 4-2 

DIRECTIONS :^ In each situation described below, check (/) those methods 
which are most appropriate' to p^roduce effective learning. 

1. To teach someone the basic provisions of the SDWA. 
a. Lecture 

b. Discussion , . 

. c. Demonstration 

d. Performance 

2. To assure that water suppliers learn how to replace a pump ^eal. 

a. Lecfbre ' " ^ 

. b. Discussion 
' ■ " * • 

c. "Demonstration ' • * ^ ' 

^ d. Performance - 

3. Instructing a group of water suppliers in exj^loring- possible tech- 
niques to use in generating an implementation plan to meet the 
requirements of the SDWA. 

a. . Lecture 

b. Discussion . • . 

c. Demonstration 

/ 

d. Performance 

4. Teaching a .laboratory technician the steps necessary in the perform- 
ance of a nitrate test. 

a. Lectur,e 

1 b. Discussion 

c. Demonstration - ' ■ 

d.^ Perforinance 



Exercise 4-2 
Pages Two 



5. To assure that water suppliers are aware of the public notification 
procedures required by the SDWA^ ^ ^ ' 

a» Lecture 

b. Di^ussion 

. ^ c. Demonstration * 

d. ' Performance ' . 
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LESSON TiTLE: 



Lesson 5. Selecting Instructional Mediai * 



PURPOSE: 



To provide' participants' with definitions of and the criteria for the use of 
various types of media. 



TRAINING OBJECTIVE 



GIVEN: ^ . 

1. A list of sample criterion objectives. 

2. ExampVes of training situations. 

3. Examples of units of instructions. . 

4. Training objectives, prepared in Lesson 2. 



ACTION: . . , 

1. Participants vqII select -media to be used in specific applications. 
.2. Participants will sj)ecify what media is indicated. 



STANDARD: ' ^ - . 

1. Media chosen will be appropriate to the objective and responsive to situationa'' 
constraints. 

2, Will meet all of the^standards set in the lesson. 
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INSTRUCTIONAL TECHNIQUES: 

1. ' Lecture/Qverheads ^ ^ ^ 

2. Group discussion 

3. Performance/Application 


PARTICIPANT MATERIAL: 

Parti^/ipant^s Handbook 

, i> . ■ 


INSTRUCTIONAL MATERIAL: 

U-^Overhead projector 

2, Overhead transparencies 

3: Chalkboard and chalk 


REFERENCES: }^ , 

* 


TIME: 

2 hours ^ 

V 

♦ 


ACTIVITIES: 

1 . Lecture/Overheads 

2, Individual exercise/Review 

J57" 



INSTRUCTIONAL EVENTS 



I. EARLY STAGE 

1. Lecture on general principles for choosing instructional media to optimize 
learning will be described. 

2. Lecture with overheads presenting definitions of and criteria Vor the use of 
various types of media. ' • . \ ^ 



/ 



II. INTERMEDIATE STAGE . . 

Participants wilV^^perform ^an individual exercise in which they will have to 
choose the best medium for various instructional situations. 



III. .FINAL STAGE 

Training teams will: 

Speci/y media -for use for each of the objectives. 



4^ 
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DETAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events 


Suppoii^ 
Materials/Nokcs ' 




I. Introduction. 


• 




A.' Selecting InstructionarMedia, 




• 


1. You have learned about how learning 
takes place, and the, different 
methods of instruction appropriate to 
"different types, and stages of 
learning. It is not edsy for the 
instructor alone to always be stimu- 
iduiny ana niou i vauing. 'ine instruc- 
tor can help facf^:^.tate stadent 
learning J>y usin^i'^e various types 
of media available. * \ ^ ^ 


• 


* 


2. ^ What are media? * 




\ 


a. An instructional medium is a 
channel of communi.cati on. vMedia 
include hardware such as 
projectors and tape recorders, as 
welJ as software such as films 
and tapes. 

b. 'instructional media, whatever the 
' _ , form, serve only one purpose— * 
* . , they are vehicles/ for transmis- 
sion of skills an^ knowledges. 

3. Why use media? 

a. Common instructor comments: " - 

1) "Slide/tape presentations are 
boring. They put the stu- 
" ' • dents and me to sleep." 


Overhead 5-1 

9 

s 

• 


V 


c) riims are uoo much trouDle. 
^Those projectors ^ever work 
right. They are a wajst'e of 
time since I already toyered 
the material in the 
lecture." 




a 


3) Other examples. 

b. Explain why instructors should 
use media. 





DETAILED LESSON PLAN 



InstructionaUEvents 



Support 
Materials/Notes 



1) Effectiveness of teaching can 
be increased by appealing to 
more than one sense at a' 
time. 

2) We retain (learn well enough 
to use later) approxi- 
mately: 

a) 10%' of what we READ. 

b) 20% of -what we HEAR. 

c) . 30% of what we SEE. 

■3) We remeniber approximately 50% 
. of what we 'both SEE and 
HEAR. 

4) Some things cannot be 
understood clearly unless 
they are SEEN. (Examples' to 
be disau'ssed later -in this 
section. ) 

^ ^ ' » ' 

5) We retain approximately, 70% 
of what we SAY. 

6) We retain approximately 90% 
of what we DO .and SAY. 

What are the. types of media 
avai lable? 

a. The five types of niedia involve 
the student to varying degrees 
on an "active/passive continuum. 
U*ndout 5-1. , ^ 
7 

1) * Point out continuum 'on over- 

head. 

2) s Explain what is meant by 

"active" and "passive." 

a) ^£t1 ve--total active 
ilrvol vement* du"e to the 
great inleraction 

between students and 

medium. 
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Handout 5-1 



DEfADLED LESSON PLAN*^ 



Lapsed 

.Time 



Instructional Events 



w Support 
Material%/Noies 



b) passive— student merely 
hears. and /or observes 
the message. 

* 9 

b. Read names and definitions of 
five types, as found on Handout 

5-1. ^ ; 

c. ^ Examples' of five.-types and 
" subcategories. 

, 1) Indicate that tutorial media 
v/ill seldom be used in ' 
' training water plant 
operators. 

2) Will be primarily concerned 
with. 

a) Print media. 

b) Visual aids. 

c) Transient, media. 

More detail on each type of media and 
subcategories is contained Mn Handout 
5-2. Can use these' materials as job 
cirds later. ' ^ > 

a. Assess instructional conditions 
to determine the need for media. 

1) Ideally, traineq^ should 
acquire new skills '"ynder 
conditions and with equipment 
which are identical to those 
they will encounter on Ithe 
job. The use of actual job 

^ conditions fcJr training, how- 
•ever, is not always 
feasible/ 

2) Whenever the use of actijal^ ^ 
conditions isn't feasibl^^ 
you will develop substitute 
situations. For example, j/ou 
might use a film to demon- 
strate a procedure, use a 
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(Job Aid #1^ 
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DETABLED LESSON PLAN 



Instructional ^Events 



series of photographs or 
'drawings, to show the steps in 
assembling a piece of'^equip- 
ment. These substitutes 
which bridge the gap between 
training and performance are 
_caUecL!Mdia. 

3) Convey abstract jT)§ssages. 

b. You should use media to provide 
substitute conditjons if, you have 
a serious problem with any- of 
these ^considerations. 

1 ) CoS^lr^ ^ ^ 

2) S^ety. 

3) - Resources. 



6. ' Which medium to c)ioose? 



Nw that you have determined the 
need for media, you must decide 
Wich most "appr/opni ate for accom- 
pli shing^your objectives. 



b. 'Refer students to"-Job Aid #1. 



H^. Thti iob Aid \s designed, to 
j present, the advantages and - 
iJijJii tat ions of each 'of the 
^ ^ iriedt^i^rpresented. - 

2) •'students arte tp r^viq^ the 
Job Aid. ftllow' about five 
minutes.' * ^ , 



!other factors* to consWer' whfen 
selecting a med^tum. ^ ^ ' 

1) Class- size : A large class 
• reflui res a WdiOra easily 

' ^ v' vtewed t)y.>ll/ ' ^ 

2) Course time '^vailabl.e >. . If/ 
you have'^O minuses xourse^ 

' , 'time, you would not^want to 
. us^'a 2.5-minute fifm. 



Support 
Materials/Notes 



J 
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DETAiLED LESSON PLAN 



Lapsed 
Time 




structional' Events 



3) Facilities avai.^ab1e > Can 
the room be made darl^ enough 
to view si ides? 

4) Equipment available ^ Do you 
ha-ye access to an -overhead 
prbjecfor and screenZ 



5) Funds available ^ Do you have 
the funds to purchase or rfent 
the audiovisiials you need? 

d»^ ^ter comp.letipn, ask forNai 
tlons or comments, • ^ 



jues- 



/ 



e. ; Individual ^xercisel ' ' 

1) Have students turn to Exef^^ 
^ cise 5M in Participant's 

Handbook.* 

I 

2) Read instructions aloud* 

3) ,, Al,low 5-/ minutes for 

: . cofnpletiort of .the exercise. 

4) Dlscusgr^answers and provide ' 
] ' ' feedback. . * . 

'K^\l\^t are some* sources of media? 

\ a'; It it important that you know . 
• /what medi^ and equipment are 
available to you in your area. 

. b. Review Job Aid #2. 

* ^ ^ ^ ^^ 

.\ 1) this is t partial list of . 
. national sources of- . ; 
in^rirctjonal media for 
environmental trai ning * 

: ^ 2) At your convenience,* ctimpVete 
^^^'ti' the remainder o^the form * - 
N- with names arid pnone nunibers 

of media sources in your \ 
" - ^ area. 

3) Thi^ can be ijsed as a'future • 
reference djDCument. 



Support 
Materials/Notes 



7' 



Exercise B.-'l 



Job" Aid #2 
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DETAILED LESSON . PLAN 



Instructional Events 



c. Ask for que;5tions or comments, 

8. Two important points to remember when 
selecting media, are: 

a. Determine the need for media, , 

b. Select the medium (media) to be 
used on the basis of the type and 
sta^e of lea.rning. 

Summary/ Review briefly the n^jor points 
concerning selection and use o?. instructional 
media. . ' * 

■* * •< 

Group Exercise. 

A. Direct participants to perform. 
Exercise 5-2. 

B. ' Kave each group review the results of ^ 

each "member's contribution. - 
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Support 
Materials/Notes 



Exercise 5-2 
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Answers for Exercise 5-1 

Select the best mech'um to use for each of th*e following instructional 
situations. Be prepared to discuss the reasons for your choice. 



You are to "teach a class of 30 operators how to troubleshoo.t a> high 
speed pump. 

Which of the following media would be best si/ited to teaching this 
material? (Chefk one.) 

8"' high cut-away scale model of a pump. 

« overheads of various types of pumps. 



slides of pump parts. 

/ wall chart diagram of a pump. 



2. You are to teach a class of five people how to manu^illy thread a 16mm 
projector. ' ' . , ' • 



Which of the following media would be best suited to teaching this 
material? (Check one.) 

^ 16mm filjT on how to thread a projector. 



a 'l6mm projector'* with film. 



a flip chart listing the .steps involved in manually thr^adin^ a 

16mm projector. / ^ 

a cut-away diagram of a 16m(iupioe3^tor. ^ v 

^ - ft ^ 

3. 'You are to instruct a class oF*^ operators, how to re-sroute flow due 
.to a failure in th6 distribution system. Course will involve problem- 
solving, sessions where students will have to predict outcomes 

resulting from actions taken, to re-route flow. 
« * 

Vhich of the following media would be- best suited to teaching this 
material? * - * ' (Check * one*) 

/ ... 
_''*16mm film on disti;^ibution systems. 



a wall mounted', stanaard size blueprint of .the distribution 

. system. ^ ^ 

/ overhead^ of a diagram of the distribution system with overlays 
for handmarking ^cfrious flow patterns. "i^- • 

slides of various ways t(f re-route distribution flow. 



EXERCISE 5-2 



INSTRUCTIONS : Using the objectives you have written in Lesson 2, you are tc 
identify the stages of learning involved, and select the niethod(s) and media 
you will use in your plaifned course. 

PRODUCT : At the end of this exercise, you will be expected' to have the 
data below, with topics sequenced in the order in which you expect to address 
i, .them. 



Objecti ve 
Number 



Stage of 
Learning 



Method(s) 



Media 



TIME: You' will be given approximately 30 minutes to complete- this task. 
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Page Two 



Objective 
Number 



r 

4 



Stage of 
Learning 



Method (s) 



Media 
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INSTRUCTIONAL MATERIALS 
Lesson 5. Selecting Instructio'naT Media 



Act as /Channel of Communications 

TcansmiJ Skills and Knowledges by 
Providing Orientation and Practice 




16B 



ADULTS RETAIN: 



10% OF WHAT THEY READ 



20% OF WHAT THEY HEAR 

30% OF WHAT THEY SEE 

50% OF WHAT THEY SEE AND HEAR 
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FIVE CLASSES OF MEDIA WITHIN THE INSTRUCTiONAL SYSTEM 



MOST STUDENT ^ 




^ LEAST STUDENT 


INVOLVEMENT 




INVOLVEMEIStr 


1 


2 


3 


• 4 


h 


TUTORIAL 


ENVIRONMENTAL 


PRINT 


VISUAL AID 


• TRANSIENT 


MC ni A 
IVitUI A 


MCI r>i A 


MEDIA 


Ail p r\i A 

. MEDIA « 


MEDIA 


Present programmed 


Create an artificial 


— — " r- 

Present or display the 


Support the learning 


Realistically present 


instructional materials 


eQvironment^ahd 


enure vcnDAL 


experience by 


or display the entire 


which bear the total 


realistically stimu* 


printed discourse 


calling attention ' 


visual, audio, or 


burden of instruction 


late the learner 


Willi lllllc Ul IIU 


to or pointing out 


audiovisual instructional 






instructor involve- 


relevant properties 


message with little or « 






ment 


to which the student • 


no instructor involvement 






i 


should attend 

A 










a 

i 












r 
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EXAMPLES OF FIVE TYPES OF MEDIA AND SUBCATEGORIES 



TUTORIAL MEDIA 
Programmed Text 
' Learning Lab 



2. ENVIRONMENTAL MEDIA AIDS 
Simulator - 
Role Play 



3. PRINT MEDIA 
Textbook 



4. VISUAL AIDS 
Graphics: 
Charts 
Diagrams 
Graphs 

Illustrations/Drawings 
Photographs 

Exhibits: v 
Cutaways 
Mock-Ups 

Projected Still Images: 
Opaque pftjections 
Overhead Transparencies 
Slides 



5. TRANSIENT MEDIA 
Audio: 
Radio 

Tape Recorder r 
Record Player 
Listening Lab 

Visual: 

Fllmstrip (Silent) 

Audiovisual: * 

Sdund/Slide Projector 

Television 

Motion Picture 



/ 



. JOB AID NO. 1 
.Summary of Characteristics of Educational Media Materials 



MATERIAL 



ADVANTAGES 



LIMITATIONS 



Photographic 
print series 



1. Permit close-up detailed study at individual's own pacing. 

2. Are useful as simple self-study materials and for display. ' 

3. Require no equipment for use. 



1 . Not adaptable for large, groups. 

2. Require photographic skills, equip* 
ynent, and darkroom for preparation. 



*^Chalk Board 



1 . Standard equipment in most classrooms. 

2. Large surface area — good visibility. 

3. Changes made easily. 



1 . Ad\;ance preparation not always 
, convenient nor desirable. 

2. Stationary. 

3^ Qontent written on chalk board is 
temporary. 



J- 



Flip Chart 



1. Easily prepared in acjvance. 

2. Portable. ^ ' 

3. Ideas generated by students can be recorded and saved 
for future reference. , 

4. Can be stored for reuse. 



1. Surface area limited - may cause' 
visibility problems./ ' * 

2. Cannot easily make revisions or 
changes. V 



Slide series 



1 . /Can be used to illustrate: (a) close-ups; (b) key steps in 
a process; (c) hazardous procedures. 

2. Require only filming, with processing and njounting by 
film laboratory. ^ 

3. Result in colorful, realistic reproductions of original 
subjects. 

4. Prepared with anyiJSiiwn camera for mosmses: 

5. Easily revised and up-dated. 

6. Easily handled, stored, and rearranged for various uses. 

7. Increased'usefulness with tray storage and automatic 
projetflion. 

8. CarfBe combined with taped narration for greater 
effectiveness. 

9. May be adapted to group or to individual use, 



1 . If making your own slide "se/hss, it 
^ requires some skill in photograpliy. 

2. Can get out of sequence and be pro> 
jected incorrectly if slides are handled 
individuatiy. 

3. Not as dynamic as films or television 

- — preserrtattofW;^ — ^ 
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' ' MATERIAL 


ADVANTAGES 


, • ■ ■ » 

LIMITATIONS 




^ Filmstnp$ * 

• « * 

• 


♦ 

1. Are compact, easily handled, and always in proper 

• sequence. . ' . ^ * 

2. Can be supplemented with ^japtions or recordings. 

3. Are inexpensive when quanjity reproduction is required. 

4. Are useful for group or tndividual study-at projection 
rate controlled by instructor or userf 

5. Useful in showing: (a) abstract concepts; (b) key steps 
in processes; {c) dangerous skills or operations.. 

6. Ar« projected with simple'lightweight equipment. 


1. Are ir\ permanent sequence and can- 
not be rearranged or revised. 
2f Canlflot illustrate motion. 

3. Are relatively diffiqult to prepare 

locally — require film-laboratory v 

service to convert slides to filmstrip 

form, ' ' ^ 

4. Commercially-produced filmstrips 

may not always meet your lesson's ^ \~ 
objectives or the needs and interests 

of your students* \ , 
' 5. They are not as dynamic as films. 


Recordings * 


'1 . Ea>y to prepare vyith r^ular tape recorders. 
' 2.« Can provide applTcati^tis in most subject areas. 
3. Equipment is comiJact. pdrtaWe, easy to operate, 
flexible and adaptabje as eitheV mdividual elements of 
, " instruction or in cbmbmation with programmed materials. 
. ^ 5. Duplication easy and economical^ ^ 

' V 


1 . Have' a tendency for overuse, as fee- 

^ • ture or oral textbook reading; • ' ) 

2. Fixed rate of information flow. 

* a 


• 

Overhead 

transparencies - • 
> 

• * 


t. Can present information in systematic, developmental 

sequences, • ^, - * i , 
2. Use^imple-to-operate projector with presentation rate 

controlled by instructor. i> • ^ f 
* * 3., Require only limited planning — materials can be pre- 
^ pared ahead of time: 

4. Can be prepared by variety of simple, inexpensive « 
^ methtxis. 

, 5. Can be used in almost any classroom/laboratory, 
c 6. Can be used in a normally lighted classroom. 
7. Particularly useful vilth large groups. 
^1^. -8. Transparencies easily stored for reuse. 

-ft-^ * M ^ 

» ♦ 

« AO « * 


1'. Can show motion only in a limited 
way. 

2. Cannot project student's papers or • ' 
pages from books. V^l^ 

3. Require special equipment, facilities, 
and skills for more advanced prepara- 
tion methods (overlays). 

■ ' * 'A a» 01 

1 IP Q. ' 
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MATERIAL 

i, . : : 


J 

ADVANTAGES 


4 

LIMITATIONS 


* Motion Pictures 
\ * 

^ ^ 


1 . May consist of confplete films or short film clips. 
» 2. Are particularly*useful in describing motion, showing 
relati|>nships» or giving impact to topic. . 
, 3. 8mm film redi/ces cost for materials and services. 
* G 4. Are useful with groups of all sizes. , 
^ 5. Sound is easily added to magnetic film. • ; 
' ^ 6. May include special techniques for handling content. 
^ ^ 7. Insure a consistency in presentation of material. 


# 

1. Projectors niot always easily accessible. 

2. Films are usually rented, which means 
you must order in advance, and allows 

" no course flexibility. «i 
. 3. Film projectors must be operated in 
a room .which is almost totally dark. 

4. Not' well suited to individual instruc- 
tion. ~ 

5. Students may view the film as Vnter- ~ V 
tainment." ^ ^ ' 


' -^Television and 
display materials 

• 

• 

> 


r '1. Permit sheeting. the best audio-visual media to serve 

program-needs. • ^ • 
2. Permit shifting frorri one medium to another during 
program. 

^ 3.^ Permit rformally unavailabte res9urces to be presented. 

4. Playback eapability of video recording permits analysis - 
of on-the-spgt action. 

5. New-type disptay^oards provide flexibiJity in displaying^ 
various kirttis of objects and writing on surface. 


^ — / 

1. Do not exist alone, but ar^ part of 
. total television production. 
* 2. Must fit technical requirefrients of 
T television. 

3. At tirnes require rapid preparatiqn of 
materials. 

4. Some display boards are expensive 
to make or purchase. 


Multi-ttnage/*^ 
multimedia ^* 

• - « 
• 


= ■■ *7 : . 

* 1. Combine prese^ntation of slides with other media forms 

for presentations. ' ' ' • 
2. Use photo^r^hs,-sJides/filmstrip^ and recordings in 
combination-foVindependeot ^tudy. 
" ^ 3^ Provide for more effective communications .than a 
• £ingle mediurrv ^ _ 
t • 

. ^ 1 


1. Requi/e additional equipment and 
careful coordination during planning, 
preparation and use. 

f 

\ ' . 



* Source"' Adapted from The Advanced Ins^ruptor Technology Course, College.of Education, Drake University, Des Moines, Iowa. EPA Grant No. 900-256 
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OTHER FACTORS TO CONSIDER WHEN SELECTING^ 
A MEDIUM: 



• CLASS SIZE 

• COURSE TIME 

• FACILITIES 

• EQUIPMENT ' 

• FUNDS 
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EXERCISE 5^1 



Select^ the best medium to use fot each of the following instructional 
situations. Be prepared to discuss the reasons for your ,Ghoice. 

1. *You are to teach a class of 30 operators how to troubleshoot a high 
spe^d*pump, , * . ^ ^ 

Which of the'fbllowing media would be^ best suited to teaching this 
material?^ (Check one.). 

8V hi.sh.^t-away scale model of a pump. 

overheads of various types of pumps. 

'slidefs -of pump parts. • * \ \ 

wall chart diagram of a pump. ^ * 



2. You are to teach a class of five people how to' manually thread a 16mm 
projector. - 

Which of th-e^followigg medi* would be best suited to teaching this 

material? (Check oneT) ' . ' 

■ 16nm film on how to 'thread a -projector. 

a 16nin projectbr with fi'lm^ 

a flip chart' listing the steps involved in manually threciding'a 

16nTn projector.*' , . - * ^ 

.^ tei cut-away diagram of a 16mm projector. 

3. Vou are to instruct^ a class of 50 operators howOto re-route flow due 
to TT faiTure- in the'distributipn syst'era. 'Course^will involve problem- 
solving .sessions where students /will have to predict outcomes 

jsulting frotm actions taken to re-route flow. 




Which of the following media would be best suited to tefaching this 
* material? (^heck one.) . ' . - 

IGmn-film en distribution systems* ^ . , 



a wall' mounted, standard size, blueprint of the distribution 
\syst€m»'^- , * . ' 

*j6verhead of a diagram pf'the distribution system with overlays . 
" i(Sc handmarking various* flow patterns. . 

slides of various ways to re-roii\;e distr4bution flow. 



,;-i8i-. 



JOB AID NO. 2 



medVa sources 

if 



The "following is a Job Aid designed -to provide you with sources of media (both 
printed and audfo/visua.1) at.national'and local levels. We have provided yOu with 
mformation on four national sources. However, only'you can provide the names 
of media sources in your area. Some examples.of rpedia sources in your area are: 

• Regional EPA Office • ^ 
- University or Community College Libraries 

* • State Department of Vocational Education 

/ ' • # - 

• Colleaguesor Supervisors ' ^ 

You will be able to think of others. 

XoPQplete this job Aid by filling in the appropriate information for the media 
sourceW|'of your choice. Thisform^can be used as a desk refererace, or b^* copied ^ 
and distrrboted to your local water operator instruct'ors. , ^ . ^ 



Job Aid #2 
Pag^ Two 



MEDIA SOURCES 



SOURCE 


MATERIALS-AVAILABLE 


COST ' 


Purchase 


.Borrow/ 
' Rent 


'National Training & 0(>eratronal Technology 
Name: Center (NTOTC) > 

Addness office of Water Program Operations < 
U S. Environmental Protection Agency 
* * Cincinnati. Ohio 45268 

< Phone No (513) 6f*'7501 
Person to Contact' 


/ 

Slide/Tape Instructional Units 
Videocassette Instructional Units 
Films ' • 
~ Printed Course Unfts 

(Catalogue Available) ^ 


Yes 
Printed • 

h- 


Yes 

A/Vs . 


Name National Technical Information Service * 

Addr©|6 U. S Department of Commerce 
* 5285 Port Roya< Road 
Spnn^f.etd. VA 22151 

•ph^«n Ni^ <703) 557-4650 
Phone No (703)321-8948* 
Person to Contact 

* r 


Printed Materials 
Computer Tapes 

(Catalogue Available) 


Yes 




American As^ciation /or Vocational 
Name:, Instructional Materials (AAVJM) 

AdcireSS 1 20 Engineering Center 
lAthens, Georgia 30602 

Phone No. ^ (404) 542-2586 

Person ro Contact ^' 


Series of 1 00 Performance^Based 
Teacher Education Learning Manuals 

Manuals available indi\/idually or groupe<>^ as'modules. 


Yes 




Nam?^ Annerican Water Works Association (AWWA) 

Address.* 6666 W. Quincy Avenue ^ 
Denver. Colorado B0235 
1 

Phone No^' *' 
Person to Comtact • 


1 • » ' . 
Course Peckages 

(Printed Material and Audio Visuals) _ ' C 


Yes 

. N 


V ; 


* • ' • « \ . 
Name. , 
Address. , 

Phone No. 
Person to Contact. 


^ i - ^ 






Name* ' . I - 
Address: » 

* Rhone No. : 
Person to Contact* 


• 


1 




Nam^: 
• Address. * - ^ 

If * • 

•it 

Phone No;:. ' ' . . » - 
Persofi to Contact: • 


• 







0 • ^ 

Q "''lush Service -$10 Extra » . , , • * 



Job Aid #2 
Page Three 



' ■ ^ , MEDI/Sk%OURCES 







MATERIALS AVAILABLE 


COST 




' SOURCE 


Purchase 


Borrow/ 
Rent 




Name: 








% 


Address: • 


• 


















Phone No.: 










Person to Contact: 


> 








Name: 
Address 


• 








Phone No.; 




* 






Person to Contact: 

> 


* 








Name: \ 










^dress, 

Phone No.: t • 


* 1 * • 








• 

Person to Contact' ' ^ 








* 


Name: 


• 








Address: ' 1 


* - * 


1 






Phone No.: 










Person to Contact: 










Name; 








• 


•Address: 










Phone No.: 1 










jPerson to Contact" • . 






- I 

/ 




Name: • * \ 










Address 

( ■ . ■ ' ■ 










Phone No.: t 
Person to Contact. ^ 


• r 




1 


* • 


Name: • . . 
•Address: . " 

' Phone No.: 
Person to Contaof; 


1 

* « 




* 


ERIC 


t • 


• * ♦ 




> < 
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POIIVUS TO RtMEMBER WHEN SELECTING MEDIA ARE: 

• » 

• DETERMINE-NEED FOR MEDIA. 



• SELECT MEDIUM (MEDIA) THAT BEST MEETS 
COURSE OBJECTIVES. 



/ 



r 



ERIC 



); 



•I 



185 



EXERCISE 5-2 



INSTRUCTIONS : Using .the 'object i ves you ffave' written in Lessoli 2, you are to 
identify the stages of learning involved, and select-thet method(s) arfd* media 
you will use in your planned course. . . ^ , . 

PRODUCT : At the end of this exercise, you will be expected , to . have the 
data below. vJith* topics sequenced in the order in which you expect to address 
them. , ' 



Objective Stage of ' ' - ^ 

Number Learning • ' Method(s) • ' Media 



4 4 



O 



TIME : You will -be gfven approximately ^30 minutes Jo complete this task. 



LESSON TITLE: 



Lesson 6. Rr'epaHng a Lesson Plan 



PURPOSE: 



1. " To provicte guidelines for adapting predeyeloped materials for training use. 

2. To Vamiliari-ze participants with the necessary elements of a sound instructional 
* lesson plan* to provide. the skills and knowledges necessary to prepare act^^l 

lesson, ^lans. • . • 



TRAINING OBJECTIVE 



GIVEN: . , 

.1. Tnstructor-asked questions. 
2. .Sample lesson plan segments. 



ACTION: 



1, Be able to'Tist.aspe-cts of predeveldped materials to be considered before. including 
, , them in the design of new materia "Is. - - 

1. Cr-itique samples of a lesson plan ai^^'d^tify their-weaknesses. 



TANDARD: 



at least four considerations ^including t)ie two moSt critical'CCtfislder^t^ons... 
2. Identify 90% of the sampU lesson [xlans weaknesses. . ' . ^ , 



ERIC 



6-1 



1^ 



INSTRUCTIQIMAL TECHIMrOUES: 

1. Lecture guided dis,cussion 

2. Group exercise 
*3. • Review - 



PARTICIPANT MATERIAL: 

1. Participant's HandhooK 

2. Available instructional resources 



INSTRUCTIONAL MATERIAL: 



f 



— F^ip chart/Blackboarch — 
2. Overhead transparencies/projector 



REFERENCES: 



TIME:,. . 




ACTIVITIES: . • \ 1 
♦ " . i. * * 


2 hours 

• * 


* ■» '1 
% 


1. 6ui.ded discussion" to estJ^bVish the - ; 
criteria for a* good 'lesson plan.^ * 

2. Re^yiew lesson pi aYi. forms quickly.''' 
*3.* •;,Grqup exercise— cfitrque sample 

"lessen plan segments/Rqj/iew ^ ' / 








« 


* 


1 t (?Q / ^ ' 



INSTRUCTIONAL EVENTS 



1. EARLY STXGE 

Lecture/Discussion of aspects of predeve loped training materials to be considered 
• wHer).'revfewing instructional resources, 

2. Lecture/Discussion reviewing the format and content o? an Instructor Lesson Plan- 



11. INTERMEDIATE STAGE ' 

Critiques samp.le segments of an Instructor Lesson Plan to determine .weai<nesses. 



III FIN/^L STAGE 



Prepares? In5<)^t,or Lesion. ?Tdns, : 



Sc.-./. 



4 • 



4 ' ^. 
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. 




t 






• 


DETAILED LESSON PLAN 




• 


» 


Lapsed 
Time 


t , Instructional Events » 


/Support 
, Materials/Notes * - 




♦ 




I. Introductipn. This"^saction wi 11; \j 

' A. Discuss the actual preparation of , 

mat erta*]^ to support training design. ^ • 

' B; Provide participants witK the skij Is -.and 
" ^ ^knowledge iiivolved in ^ireparing a <:ani- * 
" " 4)1 ete lesson plan.- - ~ - ^ - 


t 

«v V 


> 


« 

f 




s If; Development. . . * . " - i 

' • ^^^^^ ' * ^ ' 










A. -Review, of materials may resu'lt in changes 
being made to your ^original training'^ 
desivgn to. accommodate the use of availr- 
. ' able .resources. ^ - . i-' 


) 

' - 
/ 






< 


\\. -sAvailable resources may include .pre- 

^\ , ^ " ^devejo^ped curriculum packacfes^ atdfo-^ 

v" ' * visual' presentet ions (films, vWfeo 
" ' <apesj, si i^es,- texts, ^ etc. 






' : - 


« 


2. Qu'fefition: What considerations shon]d^ 
- •.. ,be made 'Before - adopting the 'use^of ^ ; 
iny pre*cJevefoped matePrial^, *'Lekl J* ^ 
discussion and record €/iggesti^ns pn • 
• 1 ' ' : l^jp' ch^rt. Discussion shoifld o^iel.d^ 
' • ' A" • considefattCn cvfV * . 




♦ * 






• , ^: Appropr*Tcrtlfief^;^,t6 accqmpl ntiijig ^ 
"^^^ tJie criterion objapt\ves. , * • 

*^ b;^ Appropnateness of mateTtal with • 
' ' resQect to optimiz-ing learning\ 

CosV conj^i derations.. - — ' ^ 




\ 






(h- Cof>y right considerati^s. 
e. Availability! 


- ^ • 


• 






f. ^ Appropriateness ^to 'the audience/ 
faciTify ''andTburse/class timeV'^. \ 






/ 


* 

9 

% 


B. Once you h^Ve establish^ which resources 
are available Resources/ you are ready to 
begin to write content to accompl ish- the 
"training objectives. The focus of 
' \^ ' . material^ deveJop-"-ment .is upon the ^ 
InstRyctoF^^s Lesson Plan (ILP). ' 


*• 

* * • *( 
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DETAILED LESSON PLAN 



: Lapsed 
Time 




Instructional Events • 
^ ' ^ . ^ ^\ .» 


Support 

Materials/Notes 
* 


*• • * 

iff 

V 
> 




* 


Lesson Plan Format*^ These pages specify 
exactly what will take place in the 
.actual training. Teleview entries of 
' suggested Lesson Plan Format found in ^ 
Overhead 6-1. ' ^ 


Overhead '6-1'* - 
< 


J 






Emphasize that these' are suggested 
f nrmat s'^Siid DarticiDants are free to 
Choose any%her format. - 

: ^ ^ 

- 2. <^ Take particular ,note of the three 

parts of the training objective that 
are included in th^ first page. 


> 




0 




3. Review entries on flip side of first 
IIP page. See Overhead 6-2. 

'a.^ May Want to.^give rough^time- 
esttitiate at this point. 


Overhead 6-2 , ^ 


1 






■b. Instructional material includes 
equipment requirements. 

4. Review", entries on- se^cond IIP- page. 
5ee Overhead 6-3. 

»^ . . ^ 

a. Purpose is to increase awareness 
■ nf thp «;taap<; of learhinQ and 
> /instructional steps which may 
' supp'ort learning. 

cb. Rey^iew.the instructional rTiethods 
which best support eacK-'Stage. 


Overhead 6-3 








5. Review entries on flip side of second 
ILP pag^e on^Overfiead 6-4. . 


Overhead 6-4 


A* 






^ av "Support Materials" column indi- 
cates wKere materials are 
actually used. 




1 




♦ 


\. This colipn also i^icludes any 
references to pages in paVtici- 
* pant materials. 


9 








J 0. Lesson Plan Content. 
» • • 


■\ 


- 






The actual 'text that is writtea^for 
the "Instructional Events" column of 
the ILP is entirely up to the , 
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DETAILED LESSON PLAN 



Lapsed 
' Time 



Instructional Events 



instructor. Many people are com- 
^ pletely confident with the^ outline 
- form, such as: 

[Go to. the chalkboard and listTJ^ 

1. lecture. 

2. Defrtonstration.. 

3. Discussion. 

4. Performance. 



Chalkboard and 
Chalk. 



V- • Others prefer a more 'd^iled out- 
line, wherein they mvg'ht list defini- 
tions, advantages and'disadvantages, 
applications of the/jnethod, etc. No 
firm rules can be r^de, because of 
individual differe(K*es. There ^re, 
however, a few guidel ines ^th,at can be 
used.' These are sjaown on Overhead^' 
6-5. " ' 

1 . Introductlbjl-. 

2. Body of Upit. ^ • ' , 
Surmiary. 

[Ask for some ex^mpl^s from the group 
of how they might structure their 
lesson fJlans.] 

Exercise 6-1. Inst;ruct participants to ^ 
review the materia(| and instructions for 
Exercise 6-1. 

f\ 

1. Have each group put their responses" 
on their team's 'flip chart. ^ 

2. Review group answers. 



Support ^ 
MateriaU/Notes 



Overhead 6-5 



III. 



Summary. 
A. 



Remember that the l^el of detail used in 
an ILP depends entii^ly upon your 
instri/f|(ional "stylr," and, level of, 
confidence, in the matf riaS.^" phere an 
instr^'uctor knows it well,, he/she will beV 



Exercise .6-1 



Fl ip chart. 
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DETAILED LESSON PLAN 



Instructional Events 



Support 
Materials/Notes 



comfortable with an qutline form. When 
the material/ is. new, or the person , 
writing the ILP-wiU not actually deliveg 
the course, thejevel of detai-1 should be 
much greater. 

1. In such instances the deve-loper 
should Ijst specific quetions tobe 
asked, •specific examples tp be used, 
specific steps to be included in a 

■ 'demonstration, etc. 

2. " Being specific will help reduce 

•"noise" in .the training and will * 
increase the amount of '"on target" 
training., 

A detailed lesson plan helps you get • 
straight on exactly w^vat is, being taught 
and provides you the opportunity to 
..determitie' whether the lesson objectives, 
are actually accompl ished. 
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ANSWER "sheet FOR EXERCISE . 



Note : All arlditiofis andjimxecti ons that shlould "have been made the portion 
Of the Lesson PI an; are (furledlon these answer sheets. 



DETAILED. LESSON PLAN 



Time 



1:00 



Inst nictional'f:'. vents 



No Introduction or TVansition Statement. J 



I • Pub I i (• Not i t I <M I i \\vi\\) i rcnuMU s for d n\\m\ 

Systems . 



ni ty or Ni)n-(;()mnnin i ty Water 

A. PoiiU out I h.U loinmim 1 1 y 
.irv clofiniMl .is those piil^lic Y''^''^' *^V''' ^ 
which hjvc I') connections or serve 2")' 

. pe rsons. 

B. Point out tlMt rommuntty w.i.t^or syst<'ms 
wi I 1/1)0 (loinj; muc'li more in theoW«iy ef^ 
public notification than will non- 

' community water systems. 



Stipporr • 
^t4UcrMls/N()tt•s 



(J QUESTION: VJhy will this be true? 

' 5 ' " " ' 

II. Characteristics of Good Public Notification. 

J* 

A. Review tiio basic clomenLs of '|)ubli'c noti- 
fication, using Ove rhead 1 1 l-l . 

B*' Review •char, let oris t Lcs". of good pub lie- 
not i f icat it)n. 

1 . At tent ion-get t;i ng\ qua li ties ( f ot- 
reade r or I istene r) . ' , 



EXAIjIPLES:' For reader, use color, "large type^ 
For listener, use authoritative 
style. 



2. Clear, concise*, rion-techh ica I writing 
style. ; . , ' 



References' |tQ 
pages 'in |^ 
Participant! '.s 
Handbook. 



()v'erTuvitf^ ! 



I I 



Overiiea ^ 
Lll-2. ' ' 



OvL^rhe.id, 
Ill-'J. . ' 



€-8 



A 
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Answer Sheet for Exercise 6-1 
Pa^e Two 

DETAILED LESSON PLAN 



Time 


^ Inscnictional J'vctus 


Support 
^\.Uenals/N(^tc's 


X 


- 

3.- Appropriateness to tlie ethnic, cul- 
w Liir«il, religious, and educi'tional 
backgrcmnd of ,the consumer. 

A. Completeness of the information 
offered. 


Overhead 
111-A. 


> 


5« Presentation which does not uiuu^deS"" 
sarily arouse auxie,ty (fclr reader or 
I isLener ) • 

/ QUESTION; What'kinds of 'words arouse \ 
( anxiety? ^ > J 

C. Demonstrate by writing a brief notice in 
the suggested' fornint and structure. 

^^Demonstration steps should be specifiTd?^ 

111. Summarise the key points of tliis lesson. 


• f 

Overhead 




^^e^Tpolnts should be speciTTed!^ 

< 

< 




i 


' ' J. 

* * 


* 




* 

• 

t 

7 






# 4 


/ r ' 
A. " / 



Answer Sheet for Exercise 6-1 
Page Three 



LESSON TITLE: ^ 
III. Notification^if 



for Communfty and Non-Community Water System 



PURPOSE: 



To provide the participants an opportunity to*design and evaluate public notifications 
for specific violations in community^ and non-commurnty water systems. 









TRAINING OBJECTIVE • 


GIVEN: 




\ 



jtions and the affecte^ consumers, as well ad 
ions must meet* 



ACTION: ' 

The participant will prepare one of the following, types of not'ifications: (a) 
notification to be sent with water bill, (b) d,irect mail notification (other than 
with water bill), (c) notice for a newspaper, and (d) press release for broadcast 
media* 

The participant will evaluate the effectiveness of a notificatipn prepared by another 
participant ,''byt of a different type t^ian developed by the^participant. 



STANDARD:' The finished notification(s) generated by the participants must meet . 
the following criteria: / ' * . 

a. Attracts the attention of the listener or reader.' 

b. , is encoded in a non-technical 'language appropriate to the ethnic, cultural, ^ 

religious and/or , educational background of the consumer. ^ 
c» Conveys alT relevant information regarding: who, what, the authority, the 

regulations -involved, the health significance, acti6n*being taken, and the 

actiojl the consumer should fake* ' ^ - 

cl. Is {iresentedJn a manner wh^ch does not unhecessari'ly' arouse the^ anxiety of, i:he 

reader or listener^' • * * * * ' ' ' \ 

e. Is formatted and structured in a manner appropriate to* the medium involved arid 
, designed to facilitate the perception by the consumer of critical elements of the 



ERiC 



fleets requirements set focth in the 'lawJ^ 



r 



Answer Sheet for Exercise 6-^ 
Page Four . 

INSTRUCTIONAL TECHNIQUES^ ^ 

-1) Self-study 

2) Lec tiiro/ovcrlicads 

p) Group discussion ^ 

(4) Pei^^o rmance/appli cation^ 



PARTICjPAIMT MATERIAL: 

1) Pens and paper 

2) Participant's Handbook 



INSTRUCTIONAL MATERIAL: 

1) Overhead transparencies* 

2) ^Sample nolification( s) 
Q) Overhead projectionj . 



RtK 



RENCES: 



1> Snmple no t f f ic^t ion (s) 

2) Readings in Participant's Handbook 

3) Criteria 



TIME: 



Day 


1 - 4 


hours 


1) 


1:00 


- 1:A5 


2) 


l:A5 


- 2:15 


3) 


2:15 


- 3:00 


A) 


3:00 


- I:r5 


5) 


3:15 


- 4:1^ ' 


6) 


A:15 


- 4:30 


•7) 


4:30 


- 5:00 . 









ACTIVITIES: 



1) Lecture/overheads ori requlrfimentj 
^ for not i f ication ' , 

2) Discussion of sample carfc 

3) Design of notification 

A) Break ^ * 

5) Discussion 

6) Lecture/discussion 

7) Case ^udy ^ * 



Answer Sheet f or^ Ex ercise 6-1 
Page Five 



INSTRUCfTIONAL EVENTS 



IS 



I. EARLY STAGE ' ^ 



The participant will luiVe read material before coming to class which 
describes anci discusses theory and pVactice regarding liow to , convey 
information that conforms to the criteria in th'e objective* The 
instructor will summari'ze and discuss ^he important characteristics 
of each type of notice and how they should be wrij:ten and' formatted . 



r 



II. INTERMEDIATE STAGE 



Using a sample case', the instructor will resent a notification fpr class 
discussion. Suggestions will be eiicited from participants regarding 
fomvit, lnng.uage, etc, suitable to, the consumer population being addressed 
ioT the sample case, ^ ' . 



ML FINAL STAGE ^ . | 

SanipU> cases will be assigned^ to participants, .and oaci) participant will 
- develop a notice for a given violation/exemption. rartici|)ants will 

^read Hot ices ami .crixl<ine and discuss them, Msing the estahltshcd criteria, 
A s.inipl.o pf a non-coninuinity public noti f itfnt ion ca^o will be discussed as 
a group. ' ' s ' . 
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* INSTRUCTIONAL MATERIALS 
Lesson 6. Preparing a Lesson Plafi 



ERIC 
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ERIC 



GIVEN: 



ACTION: 



Overhead 6-1 



LESSON TITLE: 

• L : J 


PURPOSE: 

i 


% 

* 

• 






• 


% 











TRAINING OBJECTIVE 



STANDARD: 



N 
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Overhead 6-2 



INSTRUCTIONAL TECHNIQUES: 

• * 

• 

m 

• 


PARTICIPANT MATERIAL: • • 

• 

^ - -1 ' 


INSTRUCTIONAL MATERIAL:- ' 

c 


REFERENCES: 

* 





TIME: 



ACTIVITIES: 
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, Overhead 6-3 . 



INSTRUCTIONAL EVENTS 



l! EARLY STAGE 



II. INTERMEDIATE STAGE * 
t 



r 



m. FIMALjSTAGE 



4 



ERIC 



Ovevhead 6-4 



DETAILED LESSON PLAN 



.erJc ' 



Time 



/ 



Instructional Events 



Support 
Materials/Notes 



OveV*head 



GUIDELINES FOR CONTENTS-QF 
* "INSTRUCTIONAL EVENTS" COLUMN 



INTRODUCTION 

Usually begins with a transition statement that leads from prior material 
into topic to be covered. 



BODYOFUNIT^ 

Contains outline of all major points to be made in lecture or discussion. 
If instructor will DEMONSTRATE, contains steps to be followed in 
demonstration, particular items to be noted, etc.*-' 

Also contained here will be specific statements to be made, such as 
directions, questions, or cautions. 



SUMMARY 

♦ 

V This final section restates the points made in the unit, repeats the con- 
cly^ons reached ih the group's discussions of each point, and clarifies, 
any issues that were debated. Always clones with the request for any 
discussions or comments before going on. 
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EXERCISE' 6-1 • , 

Instructions : You are asked, to critique, as a group, the attached portion 
of a lessdn ptan for clarity ind ease of use. You are to assume that tHTs'" 
.has be^n written f^or a knowledgeable instructor"^, familiar with the provi- 
sions of the SDWA.. ' . . 

Begin by reviewing the three unit design pages to detect omissions or 
errors. Then look at the Detailed Lesson Plan page and critique -it for 
format" and content.'* ' ' ^ 

<^ ' » # 

Products : As the prt)ducts of this exercise, you will be expected to review 
the lesson plan: 

1. Note v^here items are missing on the first three pag,es. 

1. Add a question and an example that could be used in the lesson plan. 

You may write directly on your workbook pages. 

Time : You and your group are expected to finish the above tasks within 15 
minutes. 



X 
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Exer/cise 6-1 
Page Two 



ife^ON TITLE: , 

III. Notification for Community and Non-»Commun1ty Water System 



PURPOSE: . - 

To provide the participants an opportunity to design and evaluate public notifications 
for specific violations In community and non-community water systems « 



TRAINING OBJECTIVE 



ERLC 



GIVEN: 



ACTION: 

The participant will prepare one of the following types of notifications: (a). ' 
notification* to be sent with water bill/(b) direct mall notification (other than 
with water bill), (c) notice for. a newsp^er, ^a|p (d) press release for broadcast 
media, 

The participant will evaluate the effectiveness of a notification prepared by another, 
participant, but of a different type than developed by the participant. , 



STANDARD: The finished notlflcatlon(s) generated by the participants mus^t meet 
the following criteria: 



a. 
b. 

c. 



e. 



Attracts the. attention of the listener or reader. 
Is encoded in a non-technical language appropriate to the ethnic, 
cultural, religious and/or educational background of the consumer. 
Conveys all relevant information regarding: who, what, the authority, 
the regulations Involved, the health significance, action being taken, 
and the action the consumer should^take. . * 

Is presented in a manner wh^ch does not unnecessarily arouse the anxiety 
of the reader or listener. . ' 

Is formatted and structured in a manner appropjfiate to the medium involved and 
.designed to facilitate the perception by the consurqer of critical elements of the 
message. 



Exercisers- V 
Page Three 



INSTRUCTIONAL TECHNIQUES: 

1) Self-9tudy 
, 2) Lecture/overheads 



PARTICIPANT MATERIAL: 

1) * Pens and paper 

2) Participant's Hanabodk 



INSTRUCTIONAL MATERIAL: 

1) Overhead transparencies 

2) Saint)le notif ication(s) 



X 

REFERENCES: 



1) Samp,le notif ication{s) 
-^2) Readings* in Participant's Handbook 
. 3) Criteria 



TIME: 

Day 1 - A hours 

1) . 1:00 - l:^r\ 



2) 
3) 
^) 
5) 
6) 
7) 



1:A5 - 2:15 
2:15 - 3:00 
3:00 - 
3:15 
4:15 - 4:30 
4:30 - 5:00 



V 



ACTIVITIES: 



1) 

2) 
3) 
^) 
»5) 
6) 

L 



Lecture/overheads on requirements 

for notification 
Discussion of sample case 
Design of notlficatldn 
Break ^' * 
Discussion 
Lecture/Discussion 
Case study 



1 
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Exercise 6-1 
Page Four 



INSTRUCTIONAL EVENTS 



I. EARLY STAGE 

Tbe participant will have re^d material before coining to class which 
describes and discusses theory and practice regarding how to convey 
inf>raatiQn that conforms to^the criteria in the objective. The 
instructor will Summarize and discuss the important characteristics' 
— of each type of notice and how they should be written and, format ted. 



IJ. INTERMEDIATE STAGE ' * 

f 

Using a sample case, the instructor will present a notification for class 
"'discussion. Suggestions will bexelici^ed f roip participants regarding 
format, language, etc., suitable to the consumer populatidri being addressed 
' in the samplq case* ** * . 



III. FINAL STAGE 



Sample cases will be assigned to participants, and" each participant will 
develop a notice for a given violation/eocemption. Participants will 
read- notices and crij:i<}ue and^discq^s 'them, using the established criteria* 
A sample of a- non-community public notification case will be discusse^/as' 
a group. ~ . - = * . 
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Exercise 6-1 
Page Five 



DETAILED LESSON PLAN 



Time 


Instructional Events 


Support 
Maicrials/Notcs 


1:00 


I. ^Public Notification Requirements for Coijimu- 
nity or Non-Community Water Systems. 






5v A. Point out that community water systems 

' are defined as those public water systems 
which have \5 connections or serve 25 
persons. 


- 




B. Point out*that community water systems 
will be doing mucTi more in the way of 
\ publ.ic notification than will non- 
romiflunitv water systems. 


■ - 




II. Characteristics of Good Public Notification. 






A. Review the basic elements of, public noti- 
fication, using Overhead III-l. 


Overheajd' 
lU-l. ^ 




B. Review characteristics of good^ pjiblic 
notification. 




A. 


h 

1. Attent'ibn-getting qualities (for 
reader or listener). 


. Overhead 
III-2. 




2. Cleat, concis/e", non-technical writing 
style. 

rAppcopriatenfessM^ the ethnic, cufl- 
' turai, religious, aifid educational 
^ backlground of the constrai^r. 


Overhead / 
1 1 1-3. / 

Overhead 
III-4.' 


\ 


* 4. Completeness of the information 
of f<ered. 

5. Presentation which does not unneces- 
sarily arouse anxiety (for reader or- 
listerner). ^ 


Overhead 
, III-5. 




C. Demonstrate by writing a brief notice in 
the suggested format and structure. 


> 


9 


III. Summarize the key points of this' lesson. 

• ' 1 

\ 
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LESSON TITLE: 



f 



^Lesson 7. Preparing Simple Visual Aids 



PURPOSE: 

'To.pfovide participants with the skills and knowledges which underlie the preparation 
of audiovisual' aids^ 



TRAINING OBJECTIVE 



GIVEN: 

Sample audiovisual aids ^ 



ACTION: 



Identify t[io3e AV aids which meet and do not meet established 'criteria for "good" 
audiovisuals, and w^.* 



STANDARD: ^ . ^ 

Correctly identify "good" and "poor" AVs» and be 90% 4brrect in'describing how -to 
improve inadequate AVs. 



i 



; 2n 



7-1 



f 



er|c 



INSTRUCTIONAL TECHNIQUES: 



U Self-instructional reading 
,2. Giroup exercise/dispussimi 

s 



PARTICIPANT MATERIAL: 



INSTRUCTIONAL MATERIAL: 

Self-instructional Lreading ^ * 
Slides/projector 

Overhead' transparencies/projector 
Flip chart ' . , , ' 



Note; 



p'^ri 



Special preparation is required 
of in^ructor. - 



REFERENCES: ' c i . 

Kemp, Jerrold E. Planning and producing audiovisual materials (2nd ed.), Scranton, 
PA: Chandler Publishing Company, 1^68. , 1- ''l^ 




, TIME: 
2 hours 



T 



ACTIVITIES: ' V . 

1. Self-instruction£il reaiijing 

2. Group exercise— critique /AVs 



3. Summary 



■A 
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INStRUCTIONAL EVEf^rrS ' 



I.^EARLY STAGE 



Self-instructional reading on different types of media 



II. INTERMEDIATE STAGE 

' Group exercise on evaluating specific AVs 



C 



Ilh FINAL STAGE ' ^ 

Summary and critique of exercise products 
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DETAILED LESSON PLAN 

^ • 



Lapsed 
Time " 


Instructional Events 


Support 
Materials/Notes 






L Introduction. 








A. Direct ^participants to Self-Instructional 

- - 1. Indicate to participants that there 

are questions throughout the reading/ 
and that all answers are contained 
in the text. You will not review 
each question^and answer. • 


Self- 

1 ilo trUL L 1 Uild I 

Reading #2. 




t 


2. Have participants read the as'Sign- 
ment, allowing at least 15 minutes. 

• 3. After completion of 4:he ^reading, ask 
for Questions or cormiGnts. 

II.' Development. 

A. Ask group to turn to Exercise 7-V. 

1 1. Review instructions on Exercise 7-1. 


Exercise 7-1 


r 


« 

* 


^ 2-. Have participants use the scales to 
evaluate media samples which'you have 
prepared in advance according to the 
directions found in Exercise 7-1. 
Partiri n*^nt «^ arp tn wrifp thpir 

answers on the-Media Evaluation 
' Sheet. / 

3. Discuss the results of the 

c>^a 1 Ud L 1 Uiib^ I Ur cdLii baliipiC) ariu 

provide' feedback. \ 


Media Evaluation 
Sheets * 


f 




1,1 U Summary. ^ . , 


\ 




A. Three categorizes of media covered +iere 
were: ^ 




9 




1. Self-prepared.- 


ft 


f 




2. Obtained from an outside source. 
If • • * » 


s 


>* 




3. Part of a pre-devel oped- training 
program. * ; > > . . 

' ■ ■ . ■ . , V 




* 
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DETAILED LESSON PLAN 



Lapsed 
time 



Instructional Events 



Support 
Mjftcrials/Notes 



B. Stress the' importance of knowing:. 

'^l. The specif icatipns for*a finished 
product. , - 

2. How ,to preview/review media. 
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• . ■ ■ » • ' EXERCISE 7-1 •" . 

Instructor's Guide! ir>es 

Preparatitfii foFTxercfse . * i <a . 

Certain steps must be taken by you, the instructor, to assure that the ♦ 
participants- gain necessary information from Exercise 7-1. These steps are 
to-be done within 7-10 days before the actual conduct, to assurg^that your 
materials are ready. . ^.^ 

• Your responsi.bili ties are -to provide at least one sample of each of 'the 
following: \^ 

'1 . Flip chart 

2. Overhead transparency 

3. 35mm slide - . 

These samples you prepare must be deficient in some way(s), to give the 
participants^an opportunity to evaluate them* If you choose, you cairuse ' 
more than one sample (perhaps a few good and a few poor) and reproduce the 
Media Evaluation Sheets. Before using th^m, however, each sample should be 
evaluated by^you and at least one other experienced instructor, to assure . 
that you know what ratings to expeft from th6 (Participants., 

In addition to pHMrvng the sanjples, you .will also be responsible for 
assuring that the necessaVy^ equipment* (flip chart eaael and projectors) are 
in the classroom and ready for use when you conduct the exercfise. 

Exercise Conduct ^ 

The steps to be followed in this exercise are: 

1. Explain'the instructions and be sure the participants 
understand how to use the Media' E'vcTluati on Sheet. 

2. Display each sample, and allow participants sufficient 

time to enter^-their ratings on the sheets. ^ ^ . 

3. Review their responses at' the end of the exercise, and 
^'scuss any/all disagreements. 
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Exercfse 7-1 
Page Two 



EXERCISE 7-1 
Media Evaluation Sheet" 



Please use* the fallowing scalesno /a,te the specific dimensions of m^di 
samples provided by your instructor. Place a check (/) .oh-the scale to . 
record your rating of the sample. ' 



FLIP CHART 



Poor Adequate • Good Excellent 



^* Legibility' 
2. A Use of color , 
i. . Letter size 
4. Word spacing 
'5. Line spacing 
6^^' Overall quality 



OVERHEAD TRANSPARENCY 



Poor Adequa^te 



Go'od 



Excellent 



1. Legibility 
2* Use of color 
3. Letter size 
fJord spacing 

5. ^ine spacing ^ 

6. Overall quality 
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Exercise 7-1 
Page Three 



SLIDE 



Poor . Adequate Good Excellent 



1 . Focus 
2., Exposure (light or' dark) 
3. Visibility " . 



4. Accuracy of representation 
^Sr^'^erall vqual i ty 




ERIC:.,, 
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Answers for Self-Instructional Reading #2 

As an .instructor, you will encounter three categbries of jnedia: 1) 
those you prepare yourself, 2) those you obtain for 'a particular purpose 
from an outside source, and 3) those which are- part of a pre-developed 
training program. . This reading will discuss. all three categories, but will 
focus on the f i rst by presenting features, and specifications of media y(%| 
can prepare yourself. 

Throughout this reading assignment are check questions based on con- 
tent you have been reading. These questions are not tests of your ability, 
but simply tools designed to help. you learn the material you are reading. 
No' answer key is provided. All answers can be found in the text preceding 
the questions. If you have difficulty answering a question, look back, over 
the material until you find the correct answer. It is important that you 
try to answer each question before you look back over the material. 
, , - i_ 

^ Category 1 . ^ ^ 



Media you can easily prepare yourself are: 

• flip chart. ' ' 

. graphic illustrations. ' 

overhead transparencies. 
. slide series. 

The basic feature of an effective flip chart is .that it, and what is 
written on it, be visible to everyone ' in the classroom. Visibility 
involves using proper writing instrument's and techniques. 

You should use dark colored, wide-tipped felt markers on a flvp chart. 
Do not 'use pencils, ballpoint' pens, or felt tips designed' for everyday use 
since they do not make heavy, wide lines which can be seen at a distance* 
Blue or black are the suggested colors to use. You may wish to use other 
colors to highlight or contrast ideas or drawings. Just make sure the 
color is visible to all. A way of checking color visibility is to write a 
word on the flip chart with each marker .you intend to use. Walk to the 
back of the room, and if you can easily read each word, the colored marker 
is suitable. This is also a way of checking if your writing is legible. 

How you write on a flip chart is very important. ^ As stated above, 
you must write large enough to be seen' from the back of the classroom. But 
writing is the wrong word to use, since you should always, PRINT. 
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Answers for Self-Ijistructipnal Reading' #2 
Page Two 



When PRINTING on a flip chart: 



. Use all capital letters for short titles and labels. For longer 
captions (five or more words) or subtitles, use lower-case letters 
with appropriate capitals since lower-case letters are more easily 
re^d. ^ ■ 

. Put subject matter in outline form whenever possibly 

• Limit the usage of prepositions (a, an, the, etc,)" in titles and 
headings. 

. Allow adequate space bet>/een -words and lines. Too much or too 
little spa<:e makes reading difficult. 



Answer the following questions about flip charts, 

1, Which of the following features is basic to effective utilization of a 
flip chart? . ^ 

/ a. Visibility. ' . ; 

^ b. Using an outline format^ 

c. Having it prepared in advance, , « 



2. An advantage -of using a flip chart is that you can use ciny writing 
.instrument which is convenient, 

a, -True, ' 

^ b. False* ^ 
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Answers for Sel f-Instuctional Reading^ #2 
Page Three ' ' ! 



3, Which of th^ following is NOT in important factor to consider when 
preparing a flip chart? 

a. Always PRINT * ' 

b. Use an outline format whenever possible, 

c. Allow adequate space between lijies, 

d. Use a marker with ye'Flow ink when describing to highlight a 

specific word. 

e. Use all capital letteVs at all times. 



Graphic Illustrations : .Examples of graphic illustrations commonly used in 
the classroom are charts, graphs, diagrams, and blueprints. 

When preparing graphic illustrations, you should be aware of ba'sjc 
design principles that can be applied'in these and other media situations. 
These. design principles include: s^implici ty," unity, emphasis, and balance, 

Simpl ici ty : 

, Present' only one ide^i at, a .time, ; 

. Subdivide or redesign lengthy or, complex information into a number 
of easy-to-read and easy-to-understand related materials, i 

, Drawings should be bold,' simple ,. ahd contain only key details, 

Uni ty : \ ^ . . ' 

. Achieved by: Overlapping Elements, 

using pointing devices (arrows), 
visual tools {connecting lines, color coding similar 
* . ^ items, usingr similar shapes, etc), ^ 

Ertohasis : ' ^ * . ' 

— - . «> ' » 

•, The need to emphasise an element* can be achieved .by using size . 
(generally larger) or different shape or color. 



\ 



♦ 
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Answers for Self-Instructional Reading #2 
Page Four 



Balance ; 

. Arrange elements to create an equilibrium (do not draw everything 
in. the upper. left-hand "corner). / • 

. Keep side margins equal, with a somewhat greater area at the bot'tom 
than, at the top. 

When using "conmercial" graphics, such as water plant Wueprints V 
diagrams, be sure the fine lines of these graphic? are vi^s^ib^'e to all the 
students. If they are, these grapTiics can ,be mounted on cardboard or 
poster board and displayed in front of the classroom. If they are not 
visible, you may wish to have them, or certain sections, enlarged. Another 
alternative would be to have the entire blueprint/diagram, or sections of 
them, reduced and made into handouts. Both processes, enlarging and 
reducing, require' special facilities, and will involve additional costs. 



Answer "the following questions about graphic illustrations. 

1. ' Name two types of graphic illustrations commonly, used by instructors. 

a. ■ ami ok tiio. (.allovilna — dia ftts. aiaulvb. 

2. ,Place a check mark (/) beside each of the'^ol lowing which are design 
Drinciples of good graphic illustrations. 

• • . . \ 

a. Coordination. 



/ b. Balance. 

- / c. Unity. „ . 

/ • d. Emphasis. 
" • ^ » 

3. What are two -processes you , can utilize to. make commercial graphics more 
. visible? ■ • ■ 

a. e.nZaAQlng -. ^ 

b. fLe.ducLng. ' 



Answers for Self-Instructional Reading #2 
Page Five 



Overhead Transparencies : While there are a number of techniques used 'to 
make • overhead! transparencies, we shall discuss that process which can be 
done entirely by hand* Materials and tool required to make overheads are 
clear acetate sheets (.005*\- .010" thick); cardboard 'frames or mounts;, and 
colored felt pens (finer and broad-tipped) • 

A convenient transparency size, made on 8-1/2" x 1,1" acetate sheet, ^ is 
7-1/2" X 9-.1/2" when mounted in a cardboard -frame'. The .transparency Is 
normally projected with the 9-1/2" dimension hortfontal because it is dif- 
ficult to view some parts of vertically oriented transparencies in rooms 
with low ceilings or suspended lighting fixures•^ 

Verbal content for a transparenc^should be limited to 15 or 20 words. 
.A good guideline would be four words/line, no more than five lines/trans- 
parency. Minimum letter "height (for lower-case letters) shoOld be about 
1/5" in heigRu 

All felt pens^ produce transparent color^s and therefore are suitable 
for making transparencies. Fine-tipped felt pens are designed for drawing 
lines and writing. While broad-tipped pens are useful for, coloring areas. 
Pedis should be used lightly since some, inks -tend to run. 

Ink in felt pens can either be permanent-type or water-bars'e. 
Permanent-type inks are preferred since they do not smear if accidently 
touched. They can be removed if you use a plastic cleaner or other solvent 
(e.g., lighter fluid). Water-based felt pens should be used if you want to 
remove the writing afterwards, or if you have. a limited number of acetate 
sheets that you must reUse again and. again. The difficulty with many 
water-based inks, however, is that they have a tendency to "ball up" and 
not give, a solid lineJ 

You can also use grease pencils (china markers) on overheads. These 
are not transparent and. will project black, however, markings tend to be 
streaky. Grease pencil marks can be rubbed off the acetate with a clean, 
soft cloth. ^ X 

Overhead t rans paretic ies of charts-or graphs can be prepared quickly by 
using transparerft-colx)r tapes or dry-transfer letters. When using these 
* materials; be sure that the^^ are transparent . ,Use a /grid sheet or v graph 
paper under the acetate a*s a ''guide* for placement and alignment of the tape 
and letters. * ^ • 

•••••• / 
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Answers* for Self-Instructional Reading #2 
Page Six • * 



Answer the following ques'tions about overhead transparen^i^^ 



1. The finished size of an overhead transpai^ency mounted <|n al^ardboaird 
frame will be: (chec1( one.) 

- a. 8-1/2" X IV . 

' b. 7-1/2" X 11" 

c. 9" X 10" 




: / d. 7-1/2" X 9-1/2" " 

2. Verbal content for a transparency should be limited to ys or 

20 w ords. • s 

t - 

3. Place a check mark (/) beside each of the following which are ,s commonly 
used when preparing overheads. g 

/ a. 'Felt pens.^ 

b. Ballpoint pens. 



j/^ c. Grease pencils. 

d. Graphite ^Dencils. 

e. Masking tape. 



/ f. Transparent dry-transfer letters. , , 

4. Which type of writing Instrument produces the most uniform line on an 
acetate transparency? 

" a. Felt pen with water soluble ink. - . 

^ ^b; Ballpoint pen.-, ^ , • 

/ c. Felt pen' with permanent Ink. 

' d. Gfeaie pencil. 

— ^<^_ 



6. Graphite pencil. 
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Answers for Self? Instructional Reading #2^ . 
Page Seven 



Slides . The 'equipment you need to make a slide series is: any 35mm 
camera, color film, and some photography "know-how." With these tools you 
can go into a water treatment facility and take the pictures of procedures/ 
equipment you need to supplement instruction'. If you do not have the 
photography skills and knowledge necessary, but need the slides, you may 
consider hiring a photographer ajrid serving as director. 

Once yojLJweve •taken the pictjures, you should evaluate them for the 
following features: 

• FOCUS - Is everything in the picture sharp and clear - easily 
visible? 

. EXPOSURE - Is the picture too light or too dark? 

. BALANCE - Is the^ject or point of interest in the center of the 
pictur^ , ' . 

. QUALITY - Is the slide good in terms of col6r, contract, and com- 
position? - , . , 

t> 

. ' CONTENT Does the slide show what you want it to show?o' 

- Does it show it from the proper perspective or point of 
view? 

' ' - Is the slide an accurate, representation? * 

Once yoa have your slide series arranged in a logical orde'r, you can 
provide the narration yourself. Narration can be spontaneous, in that you 
explain the pictures in your own worcis each time, they're shown, .or you can 
develop a narration outline to structure content and provide continuity 
from one showing to another; The following are some suggestions for devel- 
oping narration: ' . . ^ 

. Narration* sHouldjnake direct reference to picture content. Explain 
picture d|fai Is and provide transitions from one slide to. another.* 

• . Keep sentences short. Use simple, straightforward English as yn 
conversation. ^ ^ 

. Remember* '^h at one^part of the narration may include sever^w^ 
slides. !^ . ^ 
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Answers for Self-Instructional Reading #2 
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AnsweV the following questions about sjides. 

1. List the three things you need to make slides. 



a. " 35mm carmAja 

b. ■ 
c. 



cx)lo/L ^Wn 



photoctfiapku "knovo-how" . ' 

?• Place a check mark (/) tieside each of the following which is.* an 
evaluation^oriterion^for slides. 

a. (Juantity. 



/ b. Focus. 



c. Exposure 

d. Consistency. 

/ e. Content. 



3. Narration should suppl^efit the slides' by discussing things ^not shown 
' in the picture. ' ' " ^ ' - I ' " 

a. Tru^ ^ ' - ^ . , > ^ 



/ b. False. 



Category 2 



• Category 2 consists. of those media .you, -as an instructor, ^btajn.for a 
particular purpose from an outside ^'source.. Films (16mfn or 8mm), slide/tape 
programs, and video cassettes are- examples of* media .usually-, rented or, 
purchased for classroom use. > . , - . ' ^ * • . 

Wherr going to an outside source for media, you may be* in the situation 
of obtaining-.a medium without knowing- exactly what you are getting. There- 
fore, you Should always preview media before using it* Some things tb look 
for when previewing are. * - ' 
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. Does the medium fit the lesson objectives? 

. Is content accurate and up-to-date? - - , • 

. * ■'')'' ' ' ' ' ' • 

. Is the medium in good condition? 

The seemingly "perfect" film in- a" catalog majr arri.ve in poor condition, .-or 
may be. completely. ii"releyant to the lesson/ If the medium does' nofmeet 
any of your criteria, you may have- to forgo using it. ^Remember, your 

.lesson plan should' not be . built, around/a^ mediLp—i't 'should start with- 
trailing objecti^ves. ".'Media should play 'only a supporting role. 

If the medium meets most of your criteria, you shou-ld review it again, 
this time for instructional, purposes. -You should review the medium so that 
you: 1) can prepare a good introduction (noting things students should 
look for) 2) become familiar with content (to answer questions) and Z) can 
prep'are discussion questions. 



\ 



Category 3 



Category 3 consists of media which are part of a pre-developed train- 
ing 'program. These medito often are an inherent part, of the training pack- 
age. Failure~4o use tKem rftay result in an incomplete training program. 
For example, th^ medium may be the means for communicating a major^part of 
the knowledge requirement. > Thus, it is to your advantage and convenience, 
as an instructor, to' utilize the media provided with an fnstructfonal pack- 
age. • . ' ^ 

As with- Category 2 materiafs, however, pre-developed programs should 
be previewed to detertnitie: 

• ' ^ • 

.1. • Appropriateness- to your instructional objectives. 

2. Quality of media used. ^ 

Any program 'which does not meet your objectives or contains very poor 
quality media should not be used, • . . 
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Answer the following questions about Category 2 and Category 3, 

© * 
K List two examples of media usually obtained from an outside source. 



Z. Previewing a medium is recommended only to familiarize yourself with- 
th^^unpment. . * , - ^ 



,a. Trge. 



-/ b. False. 



3. Pl^ace a check mark {,/) beside each of the following reasons for 
reviewing the^ medium for instructional purposes. , 

a. To help formulate object! ve$.. ' . . ' / 



/ b. To prepare discussion questions. 



/ c. To become familiar with content. 
.d. To help construct lesson plans. 



4. An instructor should preview pre-developed program media. 
/ a. True. r ^ \^ 
b. False. 



If True,, what should the preview determine? 

Am{io\^^UattnU6. to uouA In^tAiictionaJi obj^ctlv^Js and gaa^Jjty 



Answers for Self-Instructional Reading #2 
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If False,<why not? 
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INSTRUCTIONAL MATERIALS 
Lesson 7. Preparing Simple Visual-Aids 




Self- Instructional Reading fZ 



^' As an insta4p.tor, you will encounter three categories of media: 1) 
those -you prepare yoi^self,** 2) those you obtain for a particular purpose 
from an outside source, and 3) those which" are part of a pre-deyel oped 
training program.- This readiisg will discuss ajl three categories, but will 
focus on the first by presenting features and specifications of media you 
can prepare yourself; , ^ . 

Throughout this reading assignment are checjc questions based on eon- 
tent you have been reading. These questions are not tests of your ability, 
but simply tools designed to help you learn the material you are reading. 
No answer key 4s- provided. All answers can be found in*the text preceding 
the questions. If you have difficulty answering a question, look back oyer 
the material until you find'the correct answer. It is- important that you 
try to answer each question before you look back over the ma-terial. 



Category 1 



rtedia you can easily prepare yourself are: 

. flip chart. i 

. graphic illustrations. ' 

. overhead transparencies. 

. slide series. 

The basic fea^ture of an effective flip chart is that it, and what is 
written on it, be visible to everyone in the classroom. Visibility 
'.involves using proper writing instruments and techniques. ^ 

You should use dark .colored, wide-tipped felt markers on a flip chart. 
Do not use pe'ncils*, ballpoint pens, or .felt tips designed for everyday use 
since they do not make heavy, wide lines which can be' seen at a distance. 
Blue or black are the suggested colors to use.,. You may wish to use other 
coljtJrs to highlight or contrast ideas or drawings. Just make sure the 
color is vf&ible to all.' A way of .checking color visibility is to write a 
word oh the flip chart with each marker you intend to use. Walk to the 
back of the room, ahd if you can easily read each word, the colored marker 
is suitable. This is- also a way of checking if your wr.iting is legible. 

^ How-yau write on a flip chart is very important. As .stated above,, 
you must write large enough -to be seen from thOack of -the classroom. But 
writing is the wrong word to use, since you stiouM always, PRINT. 
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When PRINTING on ^a flip chart: " . 

.. Use all capital letters for short titles' and labels. For longer 
captions (five or more words) or subtitles^- use lower-case letters 
with appropriate capitals since lower-case letters are more easily 
read. « • ' , 

. Put Subject matter in outline form whenever possible, 

: ^ Limit the "usage of prepositions (a, an, the, etc.) In titles and 
headings. , « «^ ' 

Allow adeqjjate space between words and lines. Too much or too 
little space makes reading difficult. 



Answer the following questions about flip charts. 

ll Which of the following features is basic to effective' utilization of a, 
flip, .chart? 

■ -a. Visibility. 

b. ' Using an outline format. 

^ c. Having it prepared in advance. 



'2.» 'An advantage of using a.fll^p chart is that you can use aay writing ^ 
\ instrument which is convenient. 

^ a. True. 

' . b. False. 
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3t Which of the following is NOT an important factor to consider when 
preparing a flip chart? 

a. Always PRINT, 



b. Use an outline format whenever possible. 



c. Allow adequate space between lines* 

d. Use a marker with yellow ink. when desiring to highlight a 
specific word, • 

^. Use all capital letters at -an times. 



Graphic Illustrations : Examples of graphic illustrations commonly/(jsed in 
the classroom are charts, graphs, diagrams, and blueprints. 

When preparing graphic illustrations, you should be aware of basic 
design principles that can be applied in these and other media situations. 
These design principles include: .simplicity, unity, emphasis, and balance, 

Simpi icity : 

• Present only one idea ?t a 'time*, 

. Subdivide"^ or redesign lengthy or complex Jnformation into a number 
of easy-to-read and easy-to-under^tand related materials, 

• Drawings should be bold, simple^ and contain only key details. 

Unity ; ► 

^ * 
. Achieved by: overlapping elements, 

using pointing devices (arrows), 

visual tools (connecting lines, color coding similar 
items, using similar shapes, etc.). 

Emphasis : 

• The need to emphasize an element can be achieved by using size 
(generally- larger) or different shape or color; ' ' 
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Balance : " ' 

. Arrange elements to create an equilibrium (do not draw everything 
in the upper, left-hand corner). * ^ ^ 

• Keep side margins equal, with a somewfiat greater area at the bottom 
than at th^ top. , . - 

When using ''commerciaV graphics, such as water plant blueprints or 
dragrams, be sure the fine- lines of these graphics are visible* to all the 
students. , If they are, these graphics can be mounted on cardboard or 
piaster, board and displayed in front of the .classroom. If they are not 
visible, you tnay wish to have them, or certain sections, enlarge_d. Another 
alternative would be to have the entire blueprint/diagram, or sections' of 
them, reduced and made into handouts. Both processes, enlarging and 
reducing, require special facil ities, and will involve additional costs. 



Answer the following questions about graphic illustrations. 

1. ' Name two types of graphic illustrations commorTly used by instructors. 

a. : 

b. 

" 0 

2. Place a check mark (/) beside^each of the, following which are design 
principles of good graphic illustrations. 

^ a. Coordination. 

b. Bailee. ' n _ 

c. Unity. , , , ^ 

d. Emphasis. 



3. What are two processes you can utilize to make commer*Gial graphics more 
visible? ^ ' 

a- - ^ ^_ 

b. ' 
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Overhead Transparencies : While there are a number of techniques used to 
make overhead transparencies, we shall discuss that process which can be 
done entirely by hand. Materials and tool required to make overheads are 
clear acetate sheets (.005" - .OW .thick); cardboard frames or mounts; and 
colored felt pens (fine- ^nd broad-tjpped). * , 

A convenient transparency size, made on 8-1/2" x^lT' acetate sheet, is 
7-1/2'' X 9-1/2" when counted in a xardboard frame. The transparency is 
normally projected with the 9-1/2" dimension horizontal because it is .dif- 
ficult to view some parts of vertically oriented transparencies in rooms 
with low ceilings or suspended lighting fixures. 

Verbal content for a transparerity should be limited to 15 or 20 words. 
A good guideline would be four words/line, no more than five lines/trans- 
parency. Minimum letter height (fgr lower-case letters) should be about 
1/5" in hei"gHE 

All felt pens produce transparent co.lors and therefore, are suitable 
for making transparencies. Fine-tipped felt pens are designed for drawing 
lines and writing, while broad-tipped pen's are useful for coloring ar^as. 
Pens should be . used lightly since some - inks tend te fun. 

Ink in felt pens .can either be permanent-type or ^ater-base. 
Perrfianent-type inks' are preferred since .they do not smear if accidently 
touched. They can be removed if you use a plastic cleaner or other solvent 
Water-based felt pens should be used if you want to remove the writing 
afterwards, or if you have a limited' number of acetate sheets that you must 
reuse^again and again. The difficulty w:^th many water-based inks, however, 
is that they have a tendency to "ball up" and not give a solid line. 

You can also use grease pencils (china 'markers) on overheads. These 
are not transparent and will project- black, howeVer, mar4:ings tend to be 
streaky. -Grease pencil marks can be rubbed off the acetate with a clean, 
soft cloth. ^ . * 

Overhead transparencies of charts or graphs can be prepared quickly by 
using trarrsparent-color tapes or dry-transfer letters. When using these 
materials, be sure that they are transparent . Use a grid sheet or graph 
paper under the acetate as -a. guide for placement and alignment of the tape- 
and letters. . * ' 
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Answer the following questions^about overhead transparencies. 

1. The finished size of an overhead transparency* mounted in a' cardboard 
frame will be: * (check one.) 

a. 8-1/2" X 11"' . . ' ^ . ^ 

' b. ' 7-1/2'^ X .11" 

■ c. 9" X 10" ' ^ 

^ d. 7-1/2" X 9-1/2"' 



7' 



2i Verbal content for a transparency should be limited to or 

^words. . 

\ ■ ' \ ♦ 

3.' Place a check mark (/) beside' each of the following which are commonly 
used when preparing overheads. 

a. Felt pens. J 

. b. Ballpoint^ pens. 

c. Grease pencils* 

^ d. Graphite pencils. 

. ^ * ' . 
e. Masking tape. V 

f. Transparent' dry-transfer letters^ 



4. Which <type of writing instrument produces the most uniform' line on an 
acetate transparency? 

a. Felt pen. with w^ter soluble ink. 

b. Ballpoint pen. 



c. Felt pen with permanent ink. 

d. Grease penciU 

e. Graphite penqil . . 
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is Tides . The equi^jment you- need to 'make a slide series is: any 35^ 
camera, color film, and some photography '^nowrhow." With these tools you 
can go into a water treatment 'facility and take the pictures of procedures/ 
equipment you need to supjD.lement instruction. If you do not have the 
photography skills and . knowledge necessary, but need the slides, you may 
consider hiring a photographer and serving as director. ^ 

Once .you have taken- the pictures, you should evaluate them for the 
following features: • • "' 

. FOCUS " Is everything in the picture sharp and clear - easily 
*visible? 

. EXPOSURE - Is the picture too light or too dark?^ ' ^ ^ ^ 

. BALANCE - Is the subjecjt or point of interest in the center of the\ 
picture? ^ 

. QUALITY Is the slide good vn^errqs of color, ^contrast, and com- 
position? . - . 
• . , ' 
. CONTENT - Does the slide show what you want, it to show?' 

- Does it sho^k,^ frorrr the proper perspective or point of 
\ view? - ' ' 
. - Is "th^ slide an accurate representation? 

Once you have your slide series arranged in a'l*ogical order, you can 
provide the narration yourself. Narration can be spontaneous, in that you 
explain the pictures in ypur own words each time they're shown, or you can 
develop a narration outfirve to structure content, and provide continuity 
'from one showing^to another. _The following are some suggestions for devel- 
oping narration: • - . 

. Narration "should make direct reference to picture content. Explain 
, picture details and provide transitions from one sl4de- to another. 

, . Keep sentences short. Use simple, straightforward. English as in 
conversation. 

, . Remember that one part of the narration may include several 
slides. 
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Answer the following questix)ns about slides. 

1. List the three things you need to make slides. 

a. 

b. - 

c. , 



Z. Place a check mark beside each of the following which is an* 
evaluation criteria for slides/ 



a. Quantity. 

b. Focus.* 

c. Exposure. 

d. Consistency.' 



IX e. Content. 



3. Narration should supplement theslides by discussing things not shown 
in the picture. . - ' 

a. True. , 

b. False. . * , 



Category 2 ^ ^ 



r 



Category 2 consists of those media you, as an instructor, obtain for a 
particular purppse from an outside source. Films (16mm or 8mm), slide/tape 
n^ams, and video cassettes are •examples of media usually rented or 
purchased for classroom use. 



WherKgoing to an y)utside source for media, you may be in the situation 
of obtaimVg a medium without knowing exactly what you are getting. There- 
fore, you should always preview media before using it. Some things to look 



for when previewing are. 
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• Does the medium fit the lesson. objectives? 

. Is content accurate and up-to-date? 

. Is the medium in good condition? 

The seemingly ''perfect" film in a catalog may arrive in poor condition, or 
may be .completely irrelevant to the lesson. If the medium does' not meet . 
any of your: criteria, you may. have to forgo .us-ing it..__ Remember, _yiur — 
•Wesson plan should not be built around a medium--it should start with 
training objectives. Media should play only aVsupportiong role. . _ / 

If the medium meets most of your criteria, you should review it again, , 
this time for instructional purposes. You should review the medium so that 
you: 1) can prepare a good introduction (noting things students should^ 
lopk for) 2) become familiar with content (to answer questions) and 3) can 
prepare discussion questions. 

Category 3 ' 

Category 3 consists of media which are part of a pre.-devel.oped train- 
ing program.- Jhese media often are an inherent part of the training pack- 
^- age. Failure to use them may result in an incomplete training program. / 
^ For example, the medium may be. the means for communicating a major part of / 
the knoffHdge requirement. Thus, it is» to your 'advantage and convenience,/ 
. as, an instructor, to utilize the media provitied^with an instructional pack- » 
/ 'age. 

As with Category 2 .materials, however, pre-developed programs should 
be previewed to determine: " • ^ 

1. Appropriateness to your instructional objectives. / ^ 

2. Quality of media used. 

Any program which does not meet your objectives or contains very* poor 
quality media should not bie used. 
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Answer the fol lowing* questions about Category 2 and Category 3, 


!• List two examples of media usually obfained from an outside source. 


a. 


*• * 

• 


■ b. , 








2^ Previewing a medium is recommended only to, famil iarize yourself with 


the equipment. ' 




a. True. 




b. False. 

*> 


> 


^ ^ • \ 
3. ^Place'a check mark (0 beside each of the following reasons for - 


reviewing the medium for instructional 


purposes. 


- a.. To* help formulate objectives. ' 


b. To prepare di^scussion questions. ^ . 


c. To become familiar with content. 


' ' d. To help construct lesson plans. 


4. An^i'nstructoi^ should preview pre-developed program media. . , 


a. . True. 




b. Raise. 


c. 


If True, what shouTd the preview determine? 






f 

3 




■ ■ ' ' ' ' 'i. ■ 

f. ■ 






* 


fe^ER^ ... 
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If False, why not? 



A 



r 9 / 



if 



'1 ;^ 



V. 



4 

1 
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EXERCISE 7-1 



Instructions : In th'is exercis^-you will be asked to evaluate samples of |p 
each of three types of medi.a: ^fOip chart, ^erhead transparejicies, ancL 
slides. You-j^/ill use the evaluation dimensions described for each medium'"^ 
as presentea in your handbook. ^ As each, sample is presented, select the 
scaled value for each di'mensioij that best represents your""judment and check 
those values on the Media Evaluation Sheet. ^ 



Product: At the end of this exercise yjou will have a completed Media 
Evaluation ^he^t containing entries for the fl-ip chart, overhead, and 35mni 
slide. A> ] " ' . 



Time : You will be given approximately three minutes to judge each sample. 
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LESSON TITLE: 



1^ 
1 



Lesson 8. Evaluating Instruction 



PURPOSE: 



To .provide participants with the skills and knowledges which underlie the prepara- 
tion of audiovisual aids. / 



TRAINING OBJECTIVE 



GIVEN: 

Sample audiovisual aids. 



ACTION: 



Identify those audiovisual aids which meet and do not meet established criteria for 
"good" audiovisuals, and why. 



STAr^DARD^ ^ 

Correctly. identify "good" and "poor" audiovisuals, and be 90% connect ip describing 
•how to improve rnadequate audiovisuals. 
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INSTRUCTIONAL TECHNIQUES: 



1. Self-ir^ructional reading 
.2. Group exercise/discussion 



\ 



PARTICIPANT MATERIAL: 



1. Parti cipant*s Handbook 

•2. Available instructional resources 



INSTRUCTIONAL MATERIAL: 

1. JSelf -instructional reading 

2. SI'ides/projector 

3. Overhead transparencies/projector 
4; Flip chart 



REFERENCES: 



Kemp, Jerrold E. Planning and producing audiovisual ma'terials (2nd edP^ Scrant^n,' 
PA: Chandler Publishing ComfJany, 1968. ' 



TIME: 



,2 hours 



\ 



ACTIVITIES: 

4 

1. Self-instructional reading 

2. Group exercise— critique, sample 
audiovisual s 

3. Summary^ , ' ' 



INSTRUCTIONAL EVENTS 



L EARLY STAGE 



Self-irrstructional readin^assignment with study questions, outlining the 
criteria for preparing and/or evaluating media. 



II. INTERMEDIATE STAGE 



Participants will perform an imdividual exercise in which they wilT use a' 
checklist to critique sample media.' Group discussion of media evaluations 
will follow. 



III. FINAL STAtSE 



Activity in which participants will prepare media to^'support course/lessoKts) 
*they. currently teach* 



la 



DETAILED LESSON PLAN 



Lapsed 
. Time 


Instructional Events 


Support 
Materials/Notes 




I. 'Introduction. 




♦ 


A. Purposes of Evaluation (Testing). 






1. Evaluate instruction. 




• 


2. EvaluatQ/i earning. 






3- Prnv 1 dp ' fppdhark 






T ' 

.B. This unit will include. 






r 

1. Guidelines for determining 
annrnnri afp tp<it 'fnrm;^t 






2. Guidelines for construction Qf test 
.items:. 


• 




»3, Uses to which a test may be put. 






11. Development. 






• A. Discuss two types of evaluation: 




< 


» 1. Knowledge. 


Overhead 8-1 


• 


2. Ski 1 1 s-performance. 






B. Test format. 






1 . Deperrdent upon: 




• 


V ^ • a. Whether a skiMl or knowledge ,is 

rpn 111 rpH n rnmn ipfp fhp f;^c^ 

- ^ - (Or -both. )^ 






b. Time, cost considerations. 






2. Possible formats. , 






a. Written (objecti^ve). 


Overhead 8-2 




' . . , b. Performance. 






c. Mixed. , 




» * 

t 


^C. Describe types of writtfen-objecti ve test 
items. ' . 

y 


Overhead 8-3 


0 ^ 


, !• Short-answer. , ' r 





. t 
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DETAILED LESSON ^LAN 



Lapsed 
1 imc 


Instructional Events 


Support 
Materials/Notes 




2. True-False. 






3* Multiple choice. _ 






4. Matching. 






D. Describe forms of performance test,ing 
situations. 


Overhead 8-4 




1 . Identification. 






2. Simulation. ^ 

3. Work samples. 






. 4. ,^ Advantages/disadvantages. 


Overhead 8-5 




^ . E. Handout. 


Handout 8-1 




1. instruct participants^ to turn to 
Handout 8-1. 






2. Allow participants adequate 'time to 
review Handout 8-1. 






III. Individual Exerci$e. 


Exercise 8-1 




A. Have participants^ turn to Exercise 8-1. - 




- 


B. Explain that there are three parts to the 
exercise. ^"^p 

1. Parts One and Two Directions are 
self-explanatory 


• 




2. Part Three. 




• 


a. Read over directions. 






b. Explain that any type of ^est 
item^is acceptable, a^^ long a^ it 
is wt^tten within the guidelines 
as found in Handout 8-1. 


- 

/ 


■ — 


C. Upon completion of the exercise. 






1. Part One. Go over answers and pro- 






Go over answers and provide 
feedback. ^ 


* • 
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DCTAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events 


Support 
Materials/Notes 




2. Part Two. 




• 


f 

. Discuss items anjl provide 
feedback. ; 






5 ' 

* D. Ask for questions or comments. 






IV. Summary. - 


V, 




Review the major points of the unit. / 

r 






1. Two types of evaluation. 






• 

2. Test format. 






3. Written ^est Itejns. 




• 


4. ^Performance testing situations. 






V.' Work Assignment. 






A. Participants are to develop evaluation 
M:ools for the course(s) they presently 
teach, using the materials they have , 
developed (objectivesi, lesson plans, 
etc.). 






Instructor '^111 be available as resource 






person. ^ . • , 

<j> . ' 


* 




' C. All participants must complete their test' 
questions for at least one entire lesson, 
and ha've them reviewed by an instructor. 




« 


• 

« 1 


4 
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INSTRUCTIONAL MATERIALS- 
Lesson 8. Evaluating instruction 



EMC 



8-7 



2iB 



Ovei^head 8-1 



/ 



TWO TYPES OF 
EVALUATION ' 

1. KNOWLEDGE 

2. SKILLS 
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TESTFGRMATS 

1. WRITTEN (OBJECTIVE) 

2. PERFORMANCE ^ 

3. MIXED 



ERIC 
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TYPES BF OBJECTIVE TEST ITEMS 



SHORT-ANSWER 
TRUE-FALSE 



MULTIPLE -CHOICE 



MATCHING 



Overhead 8-5 
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PERFORMANCE TES> 



/ 



ADVANTAGES 



Actively Involves Student 
in Actual Skills. Practice 

Permits Students Tp Apply 
Learning In Situations That 
Simulate The Real World 



DISADVANTAGES 

Lengthy Materials 
•Develdlfment' Time 

Requires Extensive Class Time 
For Guided Practice 
Of New Skills * ^ 



HANDOUT 8-1 



GENERAL PRINCIPLES OF TEST CONSTRUCTION 



• MUST ADEQUATELY ASSESS THE TRAlNfNG OBJECTIVES. 

• USE pNLY TWO OR THREE TYPES OF IT^MS. 

* 

' • ITEMS SHOULD BE CLEAR AND QONCISE. | 



READING RAT§ AND COMPREHENSION SHOULD NOT 
ADVERSELY INFLUENCE THE T^ST SCORE. 



• INSTRUCTIONS ARE TO BE CLEAR AND EXPLICIT. 
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GUIDELINES FOR GENERATING PERFORMANCE TEST SITUATIONS 



1. Give students adequate la«tfuctions so that' they clearly 
understand ^the p^rfornance being measured, 

2. All drawings » forms, etc., should be clearly labeled, 

3. Require studenLa.to explain procedures as they are;belng 
performed, 

V 

4. oet up observable" objective criteria by which to assess 
the students' performance. 

5. Test only those aspects of performance which are • 
important Lo the job, (^r^ ^ 
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RULES FOR CONSTRUCTINQ ESSAY TEST QUESTIONS 

!• The dirertions must be clearly .written. 

2. Language should be precise and uhaojbiguous. 

3. To assure equality of information, do not provide 
optional questions. 

4* Avoid open-book essay tests. 

5, Carefully define the scope of the problem so that 
students'widl be writing, appropriate answers. 

6/ Prepare correct answers and a point system for 

each subpart, if appropriate. 

- - ^ — - " - 

7. Score responses to each question for the entire 
class before scoring subsequent questions. ^ , * 

8» Use essay questions only to assess info^-mation 
for which .the essay is the appropriate t^st form. 
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RULES FOk CONSTRUCTIKC MATCHING QUESTIONS 



1. It:em *pr-^mi^es and responses .should all be witliin 
a well-defined ana limite<i ci»ntent aro^. 

2. The number of responses should be greater than 
the number of preiivis'es. • . • 

3. Avoid cueing the studmU h\ making the .correct 
answer tiie longest Dhrase: 

4. Tiiere should ba no fewer than 5 and no greater ^ 
than 15 responses. j 

5. All premises .and responses should b^^-pn one page. * 

&• -'"The .dlr^i&ct Icons'' f of matchint; nust be clearly stated, 

7. Re-sponses should be ari*&ng(rd to keep search time 
' to a minimum. K * ' « 



S. Provide a conveni^eut t-^c^nicju^ for answering and, 
scoring. ^ * " ^ 
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Page Five 



RULES FOR CONSTRUCTINQ MULTIPLE-CHOICE TEST QUESTIONS 



1. .The question should be, corts^ructed so that only one 

2 ice is correct, 
d all alternatives so that, they are grammatically . 
consistent with -the premi^e^^ 

3. Word the alternatives so that the correct responsls 
is neither consistently longer nor shorter thah the 
incorrect response* 

4. Have at least three but no more than five alternatives, 

5. - Avoid i^^gativei^Sj stated items. 

t 

6. . Place the correct alternative, randomly. • 

7. All Incorrect aplswers. shoyld be jSlausible. 



Handout 8-1 
' Page Six 



RULKS FOR CONSTRCrUNC; TRUK-KAI.SK TLST (JCI'S I'lONS 



J. liic statemoiil sliould^he entirely tb* oiUi»'i*ly 
false. 

0 

2, A sJ.ilonuMU .-;lr.>iil 01 ^iiol be 1 .! 1 tltir \n ,\ 

J. ' Avoid 'vt*rbatim quotes from text m,Uori<il, 
* 

4. "Avi)id the u:;e of descriptive words which mny y^ivii 
away the correct answer , * 

3.. Avoid stafements phrased jiegatively, 

6. Avoi(f patlerning of answers. 
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RULES FOR CONSTRUCTION OF SHORT-ANSWER TEST QUESTIONS 



1. For incomplete sentence items, omit only significant 
words. 

2. For incomplete sentence items, always leave enough 
clue words so the examinee can supply the correct 
answer. 

3. The length of the blank space sboylfl' b.e constant, so 
"* that it does not provide a cue to the correct answer. 

A. Score one point •per blank.* 

5. Arrange blanks so that they will be easy to^ score. 

6. Avoid requesting verbatim quotes 'from text material.^ 

7. Prepare a scaring key listing all acceptable^ answers. 



( 
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COMPARISON OF PERFORMANCE AND WRITTEN TEST ITEMS 



■ Hi 

PERFORMANCE^TEST ITEMS 


WRITTEN TEST ITEMS 

I. \ " '■ 


Require individual to accomplish a job- 
like task under controlled conditions. 

Emphasize non-verbal aspects. 

May require individual to look up, read, 
and use certain technical materials (for 
example, job aids). 

Items are skills the trainee must perform, 
or the decisions he must make on the job. 

Items are dependent oa sequence in which 
they are presented. Errors early in the 
siequence may affect final outcome of the 
task. 

* 


* Recjjijire the individual to demonstrate 
knowledge by responding to various 
types of written questions. 

Emphasize verbal or symbolic aspects. 

May require individual to took up, read, 
and use cei^tain technical materials (for 
example, reference materials). - 

=^ 

Items are content the trainee must 
know to perform or make^decisions 
on the job, ! •_ 

rtems ard independent questions, not 
* dependenton sequence. Errors on one 
item will not affect performance on 
anpther item. 



^ 
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LESSON TITLED , 






Lesson 9. Controlling Classroom Learning 



. PURPOSE: 

To review the basic elements of any learning situation, and explain how the 
instructor controls the learning environment. 



TRAINING OBJECTIVE 

GIVEN: 

Given examples of learning situations. 




ACTION: 



Participants will identify those elements of the classroom situation that will 
influence the students* learning. 



STANDARD; 



Correctly identify all negative/positive influences in class discussion and after 
reading Handout 9-1 . ► ' 



ERIC , 
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INSTRUCTIONAL TECHNIQUES: 



Lecture/Overheads 
H*^. Group discussion 

3. Performancfi/Appl ication 



PARTICIPANT MATERIAL: 



2. 



Participant' 
Handout 9-1 



s Handbook 



INSTRUCTJONAl. MATERIAL: 

1 , Overhead ^projector 

2, Overhead transparencies 



REFERENCES: 




TIM6: 








ACTIVITIES: ^ ' 












1 hour • 








1 , Lecture/Overheads 




\ 






2, Individual discussion 










3. Group discussion 




















m 








/ 




•4. 
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INSTRUCTIONAL EVENTS 



I. EARLY STAGE 

Lecture describing tKe elements of learning and ways to manipulate them to 
optimize learning. ' ^ 




JL INTERMEDIATE STAGE 



Examples will be giVen^GTF typicaUways in which learning is either facilitated or 
decreased by specific itistructor behaviors. 

. ■ • ■ 




III. FINAL STAGE 



Participants will identify specific instructor behaviors that inhibit students' 
learning. 



ERIC 
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. DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



I. Introduction, 

A. As the instructor who is 1n control of 
the learning environment, you must 
consider which are the most effective 
methods and media to promote the desired 
learning. 

B. Before we discuss selection principles, 
let's talk a minute about the nature of 
learning, ^ 

1. Definition . Associations, typically 
between stimuli and responses. 

2. Nature of > Dne cannot not learn. 

3. Since you cannot prevent learning, 
it ts up to you as a trainer to 
bring it under your control • 

II. Development. 

A. 'Elements of a learning situation. 

^ ^ 1." Trainer must be aware of the basic 
elements of a learning situation to 
^ b n ng tli em und e r control. 

2. The basic elements are: 

a. Stimuli. Explain types. 

b. Attention. 

1 ) One must be aware of the 
stimuli for optimal 
lea0iing. . 

Z) Can also be considered' 
motivational element. 

c. Responses. Explain types. 

d. Feedback. 

^'1) Define also as reward, rein- 
forcement. 

2) Explain types. 



ERIC 



9-4 



Support 
Materials/Notes 



Overhead .9-1 
Overhead 9-2 



Overhead 9-3 
Overhead 9-4 
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DETAILED LESSON PLAN 



Lapsed 
Time 


Instructional Events 


SuDDort 
Materials/Notes 




B, OptilTiized learning coilsists of: 






!• Optimized stimulus conditions. 


Overhead 9-5 




a. Attractive. 






b. Distinctive. ' • . . 






c. Concise. 






d. Meaningful* 




• 


e. Appropriately timed, i.e., don't 
gi ve*until needed. . 






f. Environmental situation conducive 
to learning. 






g. Aud1o--should'be audible, 
. concise, attractive. 4 






h. Multimedia improves retention. 


Overhead 9-6 * 




i. Should be considered for 
^ pacing. 

2. Optimize reponse conditions.- 


Overhead^-7 ^ 


• 

- 


a. Learning situations which require 
observable quantifiable responses 
can be controlled to produce 
faster learning than ones which 
do/i't. 






1) This is primarily due to the 
ability to. provide feedback. 




• 


2 ) Additional retention is 
gained by using differqjit 
.muscles— thus if we hear, see 
and say something, we are 
less likely to forget it-; 
« ' ' than if we only hear ft. 






b. Responses required should be 

and ultimately the job. 

» ♦ 






L 





DETAILBD LESSON PLAN 




Lapsed 
Time 



Instructional Events 



c. Frequent responding with feedback 
(short of fatigue) improves 
learning. * 

d. Responding should be appropriate 
\o the stage of learning--don*t 
require response for which 
trainee has not received suffi- 
cient background. 

e. Can also be used to vary pace^ 
thereby improving attention. 



3. Provide feedback. 



C. 



a. Should be distinctive--the 
trainee should recognize it when 
it comes. 

b. Should be immediate. 

. c. When ^ reward is used, it 
should be meaningful to the 
trainee. 

Relationship between stages of learning 
and instructional method. . 



D. 



l'. Describe the arbitrary division of 
learning into early, middle, and late 
stages. 

2. Describe the relationships between 
these stages and instructional 
methods. 

Distrit)ute Handout 9-1, review instruc- 
tions. Allow five minutes reading time ' 
and discuss participant answers. 



E. Summarize: , 



Learning occurs constantly irt hurnans. 
Being aware of the elements of a 
learning sitgatS'on, you can bring 
many Of .those elements under your 
control to optimize learning in a 
training situation. 



Support 
Materials/Notes 



Overhead 9-8 



Overhead 9-9 



Overhead 9-10 



Handjout 9-1 
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INSTRUCTIONAL MATERIALS ^ 
Lesson 9. Controlling Classroom Learning 




Over^hed 5-1 



9 



BASIC ELEMENTS OF LEARNING 



STIMULUS CONDITIONS 
AHENTION 



RESPONSES 



FEEDBACK 
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• - Overhead 9-2 



t * 



> STIMULUS CONDITION INCLUDE: 

ALLTHESEWSES 

•SIGHT . : 
•SOUND 

• SMELL 

•ETC. 



EMOTIONS 
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/ RESPONSES fNCLUDE: 



• MOVEM^^NTS OF MUSCLES 

• GLANDULAR RESPONSES 



(Wertiead 9-3 



« • 



• THOUGHTS 



J* 
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Overhead* 9-4 



/ 



FEEDBACK MAY TAKE MANYrraRMS: 



• VERBAL COMMENT 

• WRIHEN COMMENT 

t 

JEST RESULTS ' 

• TASK COMPLETION 
•ERRORS 

• REWARDS - 
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STIMULUS SHOULD. BE: 

' 1 • 



•DISTINCTIVE V 

/?. MEANINGFUL \ - , 

. .■ >■ ,-. 

• APPROPRIATELY TIMED 



Overhead 9-5 



ERic: 
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; "'Overheatl 9-6 



ADULTS RETAIN: 



10% OF WHAT THEY READ 



^ 20% OF WHAT THEY HEAR 
^ 30% OF WHAT THEY SEE 
• 50% OF WHAT THEY SEE AND HEAR 



ERIC 
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Overhead 9-7 



\ 



RESPJONSES SHOULD BE: 



OBSERVABLE 
QUANTIFIABLE 

APPROPRIATE FOR THE TASI 



ERIC 
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Overhead 9-8 
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FEEDBACK SHOULD BE: 



DISTINCTIVE 



liyiMEDIATE 



J\PPROPRIATE TO THE LEARI^R 




V 
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Overhead 9-9 



STAGES OF LEARNING: 



EARLY STAGE 

•INTERMEDIATE STAGE 

• I'.. • • ■■ • 

FINAL STAGE - » 



er|c 
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Overhead 9-10 



METHODS OF INSTRUdTION SUGGESTED 
' FOR THREE STAGES OF LEARNING 




1^ 
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% HANDOUT 9-1 

SETTING: A ten-week Basic Operator course is being offered at the local 
high* school as one of a rrumb^r of other ^ult education couses.^ Class meets 
once a week .from 7 PM to 10 PM. Class' size is 50 trainees. Instructor is 
Mr. P. Ripewrench. 

V- 

6:59 Mr. Pipewrench arrives in .the classroom, sets lecture notes on * 
* . * podium, props open class door, and opens wtndow at the rear of 
^'^ the classroom. 

~-7:P2- Distributes two handoiits which include background* information, ' ^ 

, ^ - problems, and the calctilations for their solutions. 

7:04 Begins lecture. , ■ . ^ V 

7:20 Four trainees 'in the rear of the room put on their jackets. ' 

7:50 * Holds up 11 "XI 7" photocopy of abater plant blueprint and refers. , 
to assorted valves^and pumps. Lecture continues^ ^ 

■7-53 Mr. Johnson raises hand to question the instrueter» '• " *' ► 

7:55 "W' Johnson lowers hand.' • ■-• . 

■ ■ ' . ..: • ■ • . 

8:00 Creanve sewing class across the tia'li takes a .ten-minute break; 

\ • ■ , • - . - 

8:15 "Preparirfg your income tax" class in the adjacent room takes a . • ' • 
ten-minute break. . • - 



8:23 



er|c 



Inltrtlctbr closes the classroom door. , ^ ' 

8:30 Letture is stopped and ten-mi note break announced. 
8:3l' Instructor departs for teacher's* r6om. 

8^:40 Class resumes, door, is again propped open. Instructor reads the 
material on Handout 1 ,-i.ncluding calculations. 

8:50 Tvyp 'additional trainees put -on their jackets. 

,9:05 Instructor asks the. best student, Mr. Smith to read the material 
and calculations on Handout 2. ^ \ 

/ . , ' ' . • . ^ 

9:07 \ Mp. JiJfTgs railMft Hand.- 

9:09 Mr. Jones lov^^rs hand. ' ^ \ 

9:i0t- - Creative sewing' Class takes a ten-minute' break. • • 
9:15 Ja'x, class takes a teh-minute break, 
9:16 Mr. Parson raises hand. ' * - 
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Handout 9-T 
Page Jwo 



^ 9:17 instructor' expUips *that sU\ce time is short, any questions 
' 0 *'\regdf^+n§' the* handouts will be answered next week, hopefully, 

^9:18 Lecture resumes. 

• • • « * * ' * - - 

9:59 ' lecturfe concluded. * , * ' ^ . 

10:T)0 Instructor announces that the answer key for last week's test has 
' / been prepared and is available for trainee review for ten minutes 
after classV , > . . 

10:01 Instructor announces that last week's test will be graded and 
returned next week. . ^ - % 

10*: 02 Instrifctor asks if there are any questions. 
10:03 Class is dismissed. ^ 

In what ways has the instructor violated the principles for optimising • - 
tr^ee learnirig'with respect to the elements of a learning situation: 
stmuTus, attention, response,* and feedback? , " 



^ )• 
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LESSONTITLE: - . , . ' , . ^» 

Lesson 10. Training Delivery: Lecture 

PURPOSE: . • 

To provide participants a review of the correct and incorrect instructor behaviors 
when using tbe instructional method of lecture. • 



TRAINING OBJECTIVE 



GIVEN: *• . 

1. 'Good and badxlemonstrations of tecture technique. 

2. Checklist of instructor behavi'&rs. 



4 * 

0 



ACTION: ^ ' 

Identify correct and ijicorr'^t instructor behaviors, using the checklist provided. 



STANDARD: 



1. Identifies correct and incorrect aspects of each of th^ demonstrations with 
90X accuracy. ' . ^ 

Jl, Reach agreement bn an object'ive and practical assessment of instructors-skip^. 



1?^ 



INSTRUCTIONAL TECHNIQUES: . 

1. Lecture/Discussion 

2. ^ Performance/Application 



PARTICIPANT MATERIAL:, 

Instruator Evaluation ChecRlist 



INSTRUCTIONAL MATERIAL: 

I 

1 . Videotape 

2. Televisonset 

3. Videotape recorder 



REFERENCES: 



■h : 




ACTIVITIES: 

1. Lecture/Discussion of problems of 
eva,1uating instructor performance* 

2. Group exercise— using evaluation 
checklist and yideotape demonstration 
of instructor behavior. 



INSTRUCTIONAL EVENTS 



i: EARLY STAGt-»( ^ - 

^* Brief letture/dis cuss ion aod handout, describing good/bad instructor behavigrs. 



IL INTERMEDIATE STAGE 



Participants view two (2> demonstrations of 'instructor b'eHaviors, (one good and 
one .b^d example of lecture). Using the* checklist provided, they. will evaluate , 
the demonstration and idenb'fy correct/incorrect* instructor b&hav^ors. 



III. FINAL STA(^ (Optional). 



Participants will .apply the checklist in 'evaluating ^othfer instructors wh^le they 
admfnister a brief practice lecture. ^ ^ , . '* ' ' • / 



DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



!• Introduction, 



B. 



Explain t'hat while a large portion of 
e'ffective*training is the result of the 
apRlication of sound fnstructional 
development*' procedures (e,g,, task 
analysis) » it. is also extremely important 
that .developed training Is delivered in a 
manner that will create an^ atmosphere 
conducive to learning. In a previous 
lesson (Lesson 9) we -have discussed, 
general classroom techniques which an 
instructor can-us^-^feo— i nc re ias e-'^rainee 
nlotivation, attention and learnifig. 

In addition, common ins-tructional 
techniques can be effectively or 
ineffectively used. This lesson will 
focus upon effective and ineffective 
delivery" of the classroom letture. 



lU^ development.' 

"J 

' A. (N.ote: Parts A and B can be^conducted by 
dividing your class into groups, posing 
the dis.cussion questions and having each 
group writ^ their poo'r/good behaviors 
their flip charts for tptal class 
discussion.) CondCTct a discussidfi 
focussing up'on behaviors exhibited by an 
instructor while delivering a Tecture 
' which: 

U Decrease student motivation. 

2. Decrease student atte'ntion. 

3. Interfere^with learning. • 

;The discussion cari'-stem f ronj ^our " ^ 
^ . ;ins^ruot5<ir*s experiences^when- the^ were 
* ' 'students 'in high schooKor college. Keep 
> th6' discussion focusjsed upon specific* 
' ^ behaviors Vather thf^n non-behavioral 
' charc^cteristics (i.e., "the injstructor 
neV^r addressed students by name," rathjer 
/ * than "the instructor was distant")* ^List 
comments on flip chart or* chall^ board. 



4- 



Support 
Materials/Notes 
* : 
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DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



B. Once negative lecture behaviors have been 
listed, ask the cl-ass to review ^ach 
negative behavior and generate a positive 
instructor behavior which if practiced 
will result in an environment more..,, 
conducive to student learning. 



« 



c. 



D. 



Distribute-'copies "of the Instructor " 
Skills Checklist. 

Compare items on- the checklist with those 
generated during the discussion, ,, and have 
the class add any new lecture -behaviors 
to the Checklist. 



E. Exercise 10-1. "Evaluation of Lecture 
^'Behaviors. ' - 



Support 
Materials/Notes 



1 



2. 



- ■» 
ft- 

7' ' 



. Note: 



Handout 10-^1 



Exercise 10-1 



Explain that the class will evaluate 
the videotape, performance of an 
instructor delivering a lecture 
regarding the Safe Drinking Water 
Acti . 

.. Explain thaj: in Part One of the tape?, 
many lecture behavjors ai«e«:.|iQQr,' and 
"the class is to use the Checklist and 
note paper to identify those specific 
behaviors which .are Instructional ly 
■poor. «- .' 1 

.Review.your clas>' results wit+i* those.* 
' riste.d;in Rart ^6 of the Jxerci^se 
Answer S*<eet. ' - . 

i*- • > " " ' i' ^ 

'Play'^aVst Two -of the. tape to-Tet the 
class 'See.how the Tedture has been; 
. inlproyellf by "delijisrtng thejectore 
Attending tQ.the m^r:e, positive » 
^eHavlors li^led tn Checkl ist:':j^ - 

You may:'want>,each of your 1i|j|tructo^s 
to' prepar#^*brief .'l-ectHiro^presenta- ^ 
tXon for evaTliifion JV *ot4f^r, clas^;. 
'♦members to prcvide feedback «od th.#T.» 



...... . r 



> 
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DETAILED LtSSON PLAN 



^•Lapfcd 
Time 



Instructional Events 



lecture skills. If you should cboose 
this optionjnake sure that: y , 

1. Adequate time is allowed for 
preparation, * . * • 

'2. Feedback incl tides comments,^ about 

^ 60TH positive and negative 

behaviors. • ^ 

i 

3. Feedback is kept on 'a friendly, 
constructive level. 



in. Summary. 



if* 



A. Surpmarize the lesson, by again stressing ' 
the ioSportance of positive instructor** 
behaviors in.the -del 1 ver^ of classroom " , 
.lectures for sj:udent learning. 

B. Review'those^lDehavic^s on* the Chefckfist ' ^ 
. . identified by*yoiir-x:l,as?s as being the ' 

* more important 'bpJ\aviors to exhibit .\^ij^ i 
del ivering'^a lecturfe. ^ ' * 



2* ^ 



Support 
MatcriaU/Notcs 



\ J ra a 

If ■ a 



9 

* , • • 
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^ Exercise lo-i ^ 

Instructor Skills 



•Ln this exercise you will be askecj to evaluat,e the delivery of 
innruction using the lecture technique. The delivery has been videotaped 
in twd parts. In the first part, the instructory^rTn^be exhibiting many 
riegatjve" behaviors >/hich are known lo interfere with sUident learning^ ' • 
*Dun>fg this part, you are to identify the instructor's negative behayibrs^ 
usi/hg the Iristruttor Skills Checklist provided. Write any additional 
cdmments regarding the delivery on the back ^of the Checklist for discussion 
foil owning the conclusion of the tape. * , , < • 
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EXERCISE 10-1 SUGGESTED ANSWER SHEET 
CHECKLIST OF INSTRU^jOR^KILLS: 
.LECTtmE" . ■ 



Inst/uctor 
Iodic 


^ RATING 


Evaluator * 


Exc. 


Good 


I'Adeq. 


Poor 


Not 
Observed 


3 ' ' ' : ; 

LECTURE CONTENT 












States the purpose and/or provides transition' 
♦ 








/ 




* 

Presents material in an organized manner. 




• 




/ 




: — 

Emphasizes important items that ^ay appear on test. 












Uses appropriate and meanioQful examples 
f * * 








/ 




Asks pertinent questions correctly. 












Reviews prior poii>ts in surfimary 












INTERACTIONS WITH STUD^TS 


< 










Put'^^udents at ease. 




/ 








Establishes eye contact wfth allttuden^s 












Encourages active participation through feedback 








/ 


• 


Rew/ards sJ'ddent's comments. 

( 








/ 




Leads erring student to correct answer ^"^^S^ 








/ 




Controls class without dominating. 










- / 


Avnidc npnatiup nnn<uprh;)l hphauinrc 








' / 


V 


'teaching aids (SCREEN, CHA1.KB0ARD. 
FLIP CHART, EQUIPMENT) 










• ♦ 


Clearly visible at all times ^ 








/ 




Suffrcien't viewing ti^e allowed. 








/ 




Aid content coordinated with lecture topic. 








' / 




Unobtrusive equipment operation/handling of ^ids. 












SPEAKING VOICE ♦ ^ \^ 












Clearly audible for entire class.^ 




/ 








Varied voice inflection. • ' 








/ 




'' ^= ^. i — ' — 

Understandable vocabulary; no^jargbn./^ 












Holds students' attention. 




it 




■ / 




Evenly p^c«i; neither fast nor slowi 






,/ 







^ ^ . ^ EXERCISE 10-1 ' ' ' 

Lecture: 'Suggested Answer Sheet 

In additibn to the behavfors referenced on the checklist, the instruc- 
tor was guilty of the behaviors below which interferedjwith classroom 
learning: (Comments below are listed in the sequence in which they occur 
in the tape.r^ 

1. Instructor wrote the discussion question on the flip chart long 
before it was. ever referred to in the;lecture, thereby distract- 
ing the class, ' ^ , 

1. When writing on the flip chart, the instructor repeatedly stpod^ 
f * in front ofTth6 writing so that the class was unable to see 

it- ' ' . ' 

3. The instructor asked inhere the previqus class had ended so that 
be could begin in the right place. This type of ."forgetful- 

' ness" conveys an atti-tude that the class- and the topics for 

3 earning are not very important—thereby Towering student 
instruction. . 

4. Xthe instructor was very disorganized--conveying unpreparedness. 

. .5\ The, instructor failed to provide an introduc^on to the class 
whicti explained-^how the present lesson was related tp the last 
lesion 'or its place in on-going instruction, Jhfe contents 
\ * therefore will not be remembered as well as if Ihe lesson had 

.properly been introduced. 

^ ' 6. Playing witi) the pointef, swaying and constantly moving around 
- were all distracting. 

7. The quotation, read verbati/n, was read jn a monotone losing the 

class's attention. ^ ' ^ 

t . ' ' 

8. Distributed a handout long before it was needed, thereby 
' d^tstracting the student's ^ttention from the lecture. 

' ^ ' 9.*fye contact with, students was minimal. > # 

10.. "Did no^ explain flip phart notes in sufficient detail. 

n. *Bid not provide an adequate e^nswer to the question raised by a 
iciass member. • - . 

12. pid not explain the* instructional purpose of the worksheet nor 
■ ^hat would be done with them upon completion. 
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INSTRUCTIONAL MATERIALS 



Lesson 10. Training Delivery: Lecture'' ^ 
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■ -EXERCISE 10-1 
Instructor Skills 



In this exercise you will be asked to evaluate the delivery of 
instruction using the lecture technique- The 'deli very has been videotaped 
in two parts. In the first part, the instructor will be exhibi-ting.many. , 
negative behaviors which are known to- interfere with student vl earning. 
During this part, '--you are to identify the instructor's negative behaivors 
us'inq the Instructor Skills^Checklist provided. Write an/additional 
cofiments regarding the del i very ^orUhe back of the Checklist for discussion 
following -the conclusion of the tape, , ' '• • ^ ' 



ERIC 



2d2 
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/ . '' \ KANDOUT 10-1 

CHECKLIST OF INSTRUCTOR SKILLS: 
: ■ ' ■ LECTURE 



IrKtriirtnr \ 
Trtpir ■ V 


'RATING 


Puahiafnr " . 


Exc. 


6oo^ 


Adeq. 


Poor 


Not 
0|)served 


LECTURE CONTENT ^ ^ 




p= 


r 






States the purpose and/or provides transition. 

* 












Presents material in ^ organized manner 












Emphasizes important items that may appear6n test. 




* 








Uses appropriate and meaningful examples 




• 








Asks pertinent questiotis correctly 












ft — — * — 

Reviews prior points in summary. 


K 










INTERACTIONS VJ/ITH STUDENTS 












Puts students at ease. 




• 








Establishes eye contact with aH^students 


• 










Encourages active participation through feedback. 












Rewardj student's comments.- ' 










w 


Leads erring student to correct Snswer 












Controls class without dominating 












Avoids negative non-verbal behaviors. 












TEACHING AIDS (SCREEN, CHALKBOARD', 
FLIP CHART. EQUIPMENT) . 






• 


* 




Qlearly visible at all times. , 












Sufficient viewing time allowed 

* . 










— ^ 


Aid coruent coordinates! with lecture topic 












Unol^^trusive equipment operatlon^andllng of aids. 












SPEAKING VOICE < . 




i 








Clearly audible for entire class. 












Varied voice inflection. * , 

_!_f , 








/ 




Understandable vocabulary, no jargon. 












Holds students^attention. ^ 


♦ 










-Evenly paced, neither fait nor slow. 
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LESSON TITLE: 

' Lesson "11. Tra.ining. Delivery: Group. Discussion 



PURPOSE: 



To provide participants a review of the correct and incorrect instructor behaviors 
when using the instructfonal method of igroup discussion. 



' : ■- • : ^ 


> 


-4 — : 


TRAINING OBJECTIVE 


s" 



GIVEN: . \^ ' , 

1. Good and bad demonstrations of group discussion. 

2. Checklist^of instructor, behaviors. 



ACTION: ■ \ ' * 

■ Identify porrect and incorrect instructor \behaviorS|^ using tTie checklist provided. 



STANDARD^ 



1.. Cork^jQtly identifies correct and incorrect aspects of- each. of the demonstrations 
/ witK/W accuracy. • ^* - ^ . \i 

2. Reach agreement oh an objective and practical assessment of instructor sk^ills. 



INSTRUCTIPNALTECHNIQUES: 

1 . Lecture/Discusf ion 

2. Perf ormance/Appl i cati on 



V 



PARTICIPANT MATERIAL: 

Instructor Evaluation>Checklist * 



J 



INSTRUCTIONAL MATERIAL: 

1. Videotape . 

2. , Television set 

3. 'Videotape recorder, ' 



J. 



REFERENCES: 



TIME: 

• • • 

1.5 to 2 hours • 



ACTIVtTIESr , ' ' 

1 . decture/Discussion of problems/of 
evaluating instructor performance. 

2, Group exercise— using evaluation 
checklist and videotape demonstration 
of instructor behavior,* ^ 



~7 



il'-iigoo.' • 



INSTRUCirON/^L EVENTS 



4 / 



I. EARLY STAGE "tV ' • 

Brief lecfure/di.scussion and handout, describing ^d/bad instructor behaviors. 



INTERMEmATE STAGE 

P,artitipants^"view two (2)*demonstrations of instructor'behavlors (one good and 
onQ bad example of group discussion), listing the checklist provided, they will 
evaluate the 'demonstration and identify correct/ incorrect instructor behaviors. 



III. FINAL STAGE ' , 

Participants will apply the checklist in evaluating other instructors wjiile 
• they administer a brief practice discussioi). " '■s ' 



^ ■ 
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PETAlLED LESSON PLAN , 




% 




. Lapsed' 
Time 


Instructional Events 


Support 
Materials/Notes 








I. Introduction. 




* 


• 

\ 

s • 


• 


" A. Explain;that whlje a large portion of 
V effective traini'ng is the, result of the 
application of-sound instructional 
development procedures (e.g., task 
analysis/^ it is also' extremely important 
that developed training is ^delivered in a 
' . manner that will create an atmosphere- 
conducive ta learning* In a previous 
lesson (Lesson 9) we >iave discussed 
general classroom techniqCies which an 
ilistructor can use^ to increase trainee 
jnotivation, attention and learning. 

B. In addition, common instructional, 
techniques can be "effectively or . 
ineffectively used. This lesson will 
' focus^ uJ)on effective and ineffective*, 
conduct of the group discussion in the 
classroom*; ' • 


\ 




M 


• 


II. Developments 

A. (Note: Parts A and B can be conducted by 
^ dividing your -class into groups, posing 
the ,d]scussion questions and havfng each 
, group write their poor/good behaviors 
their flip charts- forltot a 1 class 
discussion.) Conduct a discussion 
focussing upon behaviors exhibited by an 
, V instructor while conducting a group 
discussion: 










1. Decrease student motivation. 

♦ 

2. Decrease student attention. 

3. Interfere with learning. ^ - * ^ 


If 




/ 

• 


/ 


The discussion can stem from your 
instrustor**? experiences when they .were 
• students in hi|n school or college. Keep 
the discussion focussed. upon' specific 
behaviors rather than non-behavioral 
characteristics (i.e., "the instruc^^ 
never addressed students by name," rather 
th^n "the Instructor was distant"). List 
comments on flip chart or challj: board. 
11 


\ 




t, 
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DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Eyents 



' ? 

Once negative instYuctur. behaviors ^have 

been listed, ask the class to review each 

negative behavior and generate a positive 

instructor behavior which, if practiced, 

will result in an environgient more ^ 

'conducive to student learning* 



3 



Distribute copies 
Skills Checklist. 



of the Instructor 



Comjiare items on the checklist with^those 
generated during the discussion, and have 
the class add any new group discussion 
behav'iors to the .Checklist* 

Exercise 11-1. Evaluation of Group 
Discussion Behaviors. 



1. 



2. 



£xplain that the class wiU'evaluate 
the videotape performance of an 
instructor conducti^^g-a grqup 
discussion regardfng' the Safe 
Drinking Water Aej6< 

Explain that in Part One of the tape, 
many instructor behaVi^s are poor, 
and the class is to use the Checklist 
and note paper to identify those 
specific behaviors^ which result in an' 
instruct! onally^ poor^.discussion. 



* Support 
Materials/Notes. 



4. 



Review your class results with- those" 
1/sl " ' ' 



1/fsted in Part One of the Exercise 
Answer Sheet. 



Play Part Two of £he tape to ]et the 
jlass ^ee how the* discussion has 
been improved by cqnducting the 
discussion attending to the more 
positive behaviors 1-f^ednn the 
Checklist. • . ' ^ ^' 



Note: 



You may. want each of youV instructors 
to conduct, a brief discussion for , 
evaluation by other class members to 
provicle feedback on their djscusslon- 



Hahdout 11-1 



Exerpise 11-1 
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DETAILED LESSON PUN 



Lapsed 
Time 



4 S 



Instructional Events 



leading skills. If you shojjld chpose 
this option make sure that: 

1. Adequate ttme is allowed for 7-. 
preparation. 

2. Feedback 'includes comments about ' 
* - BOTH positive and negative 

behaviors. » ^ - 

' ' 3. Feedback' is kept on a friendly, 

constructive level. 

II I. ^ Summary. . . ^ 

A. Summarize the lesson by again stressing* 
\ the^'fliportance of positive instructor 

behaviors in the conduct ^ of group 
discussion in th6 classroom.- . 

' ' ' ' * r » 

B. Review those behav,itirs on the Checklist 
identified by- your cNass* as b^ing the ' 

/ more import;ant behaviors to. exhibit while, 
conducting a', gfbup discussion. 



Support 
Materrals/Notes 



V 



Handout ^1-1 



' 9 
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• ' EXERCISE -U-l . 

Instructor Skills'' 

In^pthis exercise you will be askfed to -evaluate the delivery of 
instruction using the-.^[roup discussion technique^ The delivery, bas been 
videotaped in two parts. ^ In the first part, the instructor will be 
.exhibiting many negative behaviors which are krown to interfere with 
'student learning. During thts part, >you *are td identify the instructor's, 
negativve behaviors using the Instr^uctor Skills cReckl ist provided.' Write 
any additional conments regarding the delivery on the/back 0f the Checklist 
for discussion following the conclusion of^he tape. ' « 
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EXERCISE 11-1 SUGGESTED ANSWER SHEET 
CHECKLIST OF INSTRUCTOff SKILLS; 

DISCUSSION LEADER 



V 



Instructor . 
Topic - . 


RATING 


i 

Evaluator 


Exc 


Good 


^ Adeq. 


Poor 


Not 
Observed 


DISCUSSION CONTENT 












, States purpose and goals of discussion 








/ 




Reviews topics to be covered, dnd ttrne limits (tf^ny) 








V 




Provides guidance for gjoup toward goal 








/ 




Ask;, pertinent (luestions corre(.tly 

f 


4— 




/ 






Surnmari/es conclusions reachecf and obtains 
group agreement. *- 








/ 




Outlir^es required follow-up activities * . 










V 


INTERACTIOfJS WITH GROUP 












1?uts grg[6p at ease, reviews grading system, 
if applicable *■ 




♦ 




• / 




Establishes eye contact with all members 






/ 






Encourages active py ticip^ation through feedbac^k, 








/ 




Rewards meont/fers' contributions 








/ 




Keeps, discussion on track 








/ 




Controls group without dominating 








/ . 




Avoids negative non verbal behaviors , , 












CIdiities differtn^s and suggests compromises. 




•X 




/ 




TEACHING AIDS (CHALKBOARD, FLIP CHART, 
TOPIC CIST HANDOUT) 


a 










Clearly visibffe at all times ^ 








/ 




Aid content accurately reflects discussion topics 






/ 






Unobtrusive {^andiing of aids 




/ 








SPEAKING yOKlf 












Clearly dullible lor entire group. 




/ 








Unders'tandnble vocabulary no largon. 






/ 






Gets group's attention when necessary. 


K- 






/ 




Evenly paced, rt^jithor fast nor slow. , 




/ 






» 
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Group Discussion: Suggested Answer Sheet [ ^ • 

In addition \o the behaviors specified on the Skill -Checklist, the 
instructor was guilty of exhibiting the following behaviors which act to 
interfere with- learning: (Note: Behaviprs are !i§ted in the approximate 
order in which they' appear on the tape.) . ' ♦ 

' "l. Instructor failed to set the amount of time to be .spent in 
discussion. More importantly," the goal /purpose- and/or 
direction of the discussion was not specified. , 

2. Instructor would write on the flip chart and then stand, in 
front of it, blocking the classes' view. 



A 



3. Fumbled when he tried to restate the discussion question. 

4. WhefTan answer was given by a trainee,^he instructor trans- 
lated the conment into terms that the instructor wanted. This 
is. acceptable onlyyit: . 

a. The trainee .is 'asked and provides consensus to J:he trans- 
lation, and ^ 

b. The instructor is not forcing trainee responses into a pre- 
conceived set of answers. ' . . 

5. Neither trainee questions nor answers were repeated for the 
benefit of' those who may. not have heard. ^ 

6. Slight "badgering" of the class. with "you>e not discussing-' 
corment. Such comnents could very well lead to class hostility 
and intentional minimal cooperation in the learning process. 

7. Permitted, the class discussion to wander off the topic into an 
emotiona) area and made it worse by joining into the 
off-the-topic discussion himself. 

-8. Instructor never provided positive comnents regarding trainee 
'•-contributions to the discussion. 

"9. Instructor's repeated yawning conveyed the-attitude of 
disinterest in the discussion. . : *|| 

10. Itistructor failed to get^^trainees involved In the 
discussion. , ■ . ' 



Exercise 11 -.1 
Page Four - 



!!• Instructor intei^rupted a. trainee and failed to allow: the 

trainee to complete the interrupted tho^ht, ^ 

12. Instructor should have verbal lyexpressed/recogni zed the 
emotional concern with cost of nqtif icatirons and set a- definite 
time/place for discussion of that issue, rather than to 
.overlook the issue and then put it off to sjk\e indefinite time 
as was done, in-the tape. \l 

13. There was/no atempt at summarizing key points or tQ provide 
closure on the discussion. * \ * 



\ 

/ 

A 
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rNSTRUCTIONAL MATERIALS 

f 

Lesson 11. Training Delivery: ' Group Discussion ^ 



> 
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EXERCISE n-T ^ 
Instructo'r Skills 

In this exercise you will, be asked to evahiate the delivery of 
instruction using' the. group. discussion technique. The c(elivery has been , 
videotaped^in two parts. In the first part, the instructor will be " ' 
exhibiting many negative behaviors which are.kr\own to interfere-^ith 
■student learning. During this part, you are to identffy the instructor's 
negative behaviors using the Instructor Skills Checklist provided. Write 
any additional comments regarding the delivery on the back of the Checklist 
for discassion following the .conclusion of the tape. - f 



V 

1 



HANDOUt 11-1 ' • 
CHECKLIST OF INSTRUCIOR SKILLS: 
DISCUSSION LEADER 



/ 



J 



Instructor 1 


RATING 




Topic ^ * 

J, 

Evdlud^r ' . — 


Exc, 


Good 


Adec^ 


Poor 


Not 
Observed 


. 

DISCUSSION CONTENT 










* 


States purpose and goals of disQussiorf 


• 










Reviews topics to be covered;and time limits (if any) 




— 




• 






Provides guidance for group toward goal 




■ T- 








. Asks pertinent (|ue^>tions correctly 












Summarizes conclusion^ reached a^id obtains 
group agreement 












Outlines recjiJired follow up activities. 










- 


INTERACTIONS WITH GROUP 


^ 









r 


Puts group at east, reviews grading system, 
if applicabjiB" 












Establishes eye contact wuth all members. , 


X — »- 


6 








EncoWaoes active partlSlpation through feedback 













Rewards members' contributions 

« — . —ii . 












♦ klooiic rilcriKQinn irtn irark 








- 




• » 

r'nnfrntc nrniiD wHhnUt HnminaHnQ. 

-« ! 












Avoids negative non-verbal behaviors 

.1. _ — 




/ 








Clarifies differencesoand suggests compromises 












HaCHING aids '(CHALKBOARD, FLIP CHART, 
TOPIC LIST HANDOUf 1 


» 










— ^ , — — f i-- 

• * , # 
Clearly visible at alt times 

'\ ^ 




^ 






• 


* *' ' • 

Airl rnntont ;irriir^ti>l V r^'flectS discnsston tOplCS 












Unobtrusive handling of di(ls>^ 












SPEAKING VOICE 












^ ^ . 

* plearly audible fpr entire flroup 












Understandable vocabulary, no largon 












^ 

Gets group's attfrt^ion when necessary 








t 




: \ 

Evenly paced, neither fast nor slow 













ERIC 



- 306 



LESSON TITLE: 



Lesson 12. training Delivery: Demonstration 



PURPOSE: 

^ provide part^ipants a review of the correct and incorrect instructor behaviors 
I using the instructional method of demonstration. \ ^ 



/ 



4 i 



o 

ERIC 



TRAINING OBJECTIVE 



GIVEN: • 

1. Good and bad examples of demonstrations. 



A 



ACTION: 



Identify, correct and incorrect instructor behaviors, using the checklist provided-. 



STANDARD: 

1. Correctly identifies correct -an^ incorfeH;.aspects of each of the de'hionstrations 
with 90% accuracy. ^ -7- — -^h ~ 

2. Reach agreement on an objective and practical assessment of instructor skills. 



\ 
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INSTRUCTIONAL TECHNHQUES: ' , \v- 1 

1. Lactxire/ UlScuss lon ^ 

2. Performance/Application , > . . ' . ' 

^ ■ \ > ' . • . * . 

J . - ■ ■ , 


1 ' ^ 

PARTICIPANT MATERIAL:. 

• 

Instructor Evaluation Checklist 

• * * 


INSTRUCTIONAL MAtV<^AL: 

K ^ ' ' 
1,/ Videotape • • , 

, 2. Television set 
3. Videotape^recorder 


.R^RENCES: ^ . ' - 

• 

• ■ ~ • u . 


T.IM.E: 

1.5 to 2 hours 

i 

■ • . '^w- . 


activitieJII ^ ■ . 

1. Lecture/Oisci|ssion of problenitf*i8;f ^ 
evaluating instructor performance* 

2. Group exercT^-u$ing*^«.va]ii|tipn . . ; 
•checklist and .'videotape depiwistratiort 
of instructor behavior ^ ( 
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^ . INS/TRUCTI.ONALfVEflTS 



I. EARLY STAGE " " - :> > 4 , 



Brief lecture/discussipn and handout^ dapQribln^ goo^bad insitmctoV behaviors. 



V 



II. INTERMEDIATE STAGE 



Participants View two (2^) demonstrations of iristructor behaviors (one good and- 
' ^ one bad example of demonstration), (^ing the, checklist provided,- they will 
evaluate the demonstration and identify cor^^cy incorrect instructor behaviors. 



III. FINAL STAGE 



Participants will apply the checklists in evaluating other instructor's while 
they adminis^^er a brief practice demonstration;- 



12-3 



M9 



DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional Events 



. Support 
• Materials/Notes 



I, Introduction. 



'A, Explain that wFiTTe^ large- portion af 
effective training is the result of the 
application of sound instructJionail 
development. procedures (e.g., tcisk 
analysis), it Is also extremely important 
that developed training is delivered ir) a 
manYier that will create an atmo^here 
"conducive to learning. In a previous ' 
lesson (Le'sso/i 9) we have discussed 
general classroom techniques which an 
instructor can use' to increase trainee 
motivation^ attention and learning, 

B. In addition, ^common instructional 
' techniques can be effectively or 
' ineffectively used^ This lesson, will 
focus upon effective and ineffective . 
delivery of the classroom demonstration. 



II. Development. 

A. (Note: Parts A and -B can be conducted by 
dividing your class into -groups, posing 
th^ discussion questions and having each ' 
group write their poor/good behaviors 
i their flip charts for total class 

discussion.) Conduct a discussion 
focussing upon behaviors exhibited by 'an 
instructor while^conducting a demonstra-, . 
tion which: 

1. Decrease student motivation. 

2. 'Decrease student attention. 

« V 

3. Interfere with learning. 

The discussion can stem from your 
instructor's experiences when they were, 
students in. high school or college. Keep 
the discussion focussed uRon* spe'cific 
behaviors ratner than non-behavioral 
characteristics ji.e., "the instructor 
never addressed students by name," rather 
than "the instructor was dist^int"). List 
comments on flip chfart or chalk board. 



3i6; 



DETAIUEDaESSON PLAN 



Lapsed 
Time 



rnstructional Events 



Support. ' 
Materials/Notes 



B. Once-iTTegstTve 'instr;ucture behaviors have 
been IfSted, ask- the class to review each 
negative behavix)r and geneVate a positive 
instructor behavior which, if practiced, 

' win result in' an environment more 
conducive tq^tudent learning,,-; 

C. Distribute copies of the Instructor 
Skills Checklist. . ^ 

D. Compare items on'the checklist with those 
generated /during the discussion, and hcive 
the class add any new demonstration . ^ 
behaviors to 'the Checklist. 

E. Exercise 12-1. Evaluation of Instruc- 
tor's DemonstraJi^on Behaviors 



1. 



4. 



.Note: 



Handout 12-1 



Exercise 12-1 



Expl-arin that the class wilT- evaluate 
the videotape performance of an 
instructor conducting a^demonstratipn . 
regarding the pperation of a film 
pfpjector. • , 

Exp1«^in that in Part One of ^ the tape, 
many instructor behavi^)rs are poor, 
and the class i^ to use the Checklist 
and note paper to icjentify those 
specific behaviors which result in an 
instructionally poor demonstration. 

Review your class result^ with those' 
listed in Part One of the fxercise 
Answer Sheet. ' , 

V 

Play Part Two of the tape to let the 
class see how^the demonstration has 
been improved by ccfnducting the 
discussion attending to the more 

'positive behaviors listed in the 

^Cheok4+s4. ^ 

You may want each of your instructors 
to C(Jnd[uct a^ brief demonstration for 
evaluation by otheY class members to 
provide feedback on their demonstration 
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DETAILED LESSON PLAN 



Lapsed 
Time 



Instructional^vents 



Support 
Materials/Notes 



skills. If you should choose this 
option mdke sure thati 

1. Adequate time is allowed for 
preparation. ' 

2. Feetjback includjfes comments about 
BOTH posttive and negative 
behaviors. 

3. Feedback is kept 6n a friendly, 
constructive level. 



ril. ^ Summary.^ 



A. SumfnSri'ze the lesTon by again stressing , 
the importance of .positive in^structor 
behaviors in the delivery of classropm 

' demonstration. 

B. Review thojse behaviors on the Checklist 
identified by your class as being the 
most important behaviors to exhibit while 
conducting a demonstration. 



Handout 12-1 



I. o 



12-'6 
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1 



exercise"'^ 2-1 

ft 

\lnstructor Skills 



B.atk 



.Iri this exercise you wtlT^be.afked to evaluate the delivery of 
instruction usinjg the demonstration/ technique. The delivery hasj^been 



. videotaped in two ^rts. In the-fifc-st part, the instructor wi' 
exhibiting many^ negative behaviors jwhich are known to interfere wit^h ' . 
\ ^tudent l6arj}ing. During this par , you are to identify the instructor s' 
n^igative behaivors using the. Instn ictqr Skills Checklist provided. Write 
any additional -coninents regarding ;he delivery on-the back of the Checklist 
for discussion following the conclusion^ of* the tape? 



) 



4 
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EXERCISE 12-1 SUGGESTED ANSWER SHEET 
CHECKLIST OF INSTRUCTOR SKILLS: 
• - DEMONSTRATION 



insirucior 

Topic : 


RATING 




Exc 


Good 


Adeq. 


Poor 


Not 
Observed 


DEMONSTRATION CONTENT 












Knowledge of procedures demonstrated ^ " ' 








/ • 




Explanation of procedural steps »n simple terms. 




0 








Begins with identification of components ^ 






• 


/ 




Sequence of steps is exactly as done on the joh 





■ ■ 




/ 




Fre()uently .summarizes progress throughout the' 
demonstration 






/ 




Enfphas'zes critical steps (e g , dangerous or 
invahdQting) 








/ 




Repeats entire procedure to leview and summarize 




• 




/ 




INTERACTION WITH STUDENTS 












Piitc ctiiHpnt< ^\ p;)QP rp\/ipwc nr^iHinn ^iv^item 

if applicable ^ i 








/ 




Establishes eye contact with all members. 






/ 






Encourages active participation through feedback. 


• 










Rewards students' comments. 


• 






/ 


• 


Encourages questions on procedure being 
demonstrated. . ' 






/ 






Avoids negative non-verbal behaviors. 






/ 






rroviues siuuciii opporiuiniy lu uciiiuM!»iiaic 
(if possible). 








• 




Asks tirhely questions of students to check their 
i^derstanding. 












TEACHING AIDS 












Provides actual or simulated equipment/ ^ 
materials where necessary. 












y Clearly visible at all times. 








/ 




* 

Sufficient viewing tirne allpwed. ' 








/ 




AtH rnnfpnt rnnrriinatpd with StPDS in 

A^l LI wwlllUlll wwwl Ul 1 ICU Willi Ji^l^J II" 

demonstration. * 






* 




/ 


Unobtrusive equipment operatIon^andlIng of aids . 












SPEAKING voice'' .* 












. Clearly audible for entire class. • * 




A - 


/ 






Varied voice inflection, 


^ 










Understandable vocabulary; no jargon. 






• / 






Holds students' attention. 






/ 






Evenly paced: neither fast nor slow 
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EXERCISE 12-1 
Demonstration: Suggested Answer Sheet (continued) 

In addition to the behaviors specified' on 'the Skill Checklist, the 
instructor was guilty of exhibiting the following behaviors which act to 
interfere with learning: (Note: Behaviors are listed in the approximate 
order in which they appear on the tape.) 

i" 

1. There was no introduction to the components of the projector to 
provide a necessary frame of reference for the class.- 

2. The projector already had the arms extended into their correct 
positions prior to any instruction. If trainees encountered a 
project ox with the arms folded, they would not know how to 
extend them. 

. ' 3. The take-u^ reel and the film were placed on the projector 

without explaining /how this is done (i.e,, reels a^e keyed;^and 
there is a reel- lock that must be engaged for proper use). 

4. Why and how the end of the leader is to be cut off was not 
adequately explained. 

5. The critical fault of this instruction occured when the 
instructor demonstrated steps out of sequence. Trainee will 
not remember which way was correct. 

6. Instructions were not detailed. .I^c^r example, when switch 
was turned, there Was no. mention of the direction it was to be 
turned or the number of postions on the switch. 

7. The instructor frequently blocked the trainee's vjew while 
demonstrating specific parts of the projector. 

The isntructor tried to. answer questions over the noise of the 
projector. 

The questions asked regarding the numbered »places oh- the 
projector were very poorly answereih- , . 

Instructor expressed uncertainty about the irregular motion- of 
the take-up reel. 

There was ho review or summary of the steps required to load 
the projector. « 
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■ INSTRUCTIONAL MATERIALS 



t 

Lesson 12* Training Delivery: Demonstration 




EXERCISE 12-1. 
Instructor Skills 



In this exercise you wfll be asked to evaluate the delivery. of 
instruction using the demonstration technique. The delivery has been 
videotaped in two parts, 'In the first part, the instructor will be 
exhibiting many negative behaviors which are known^to interfere w,ith 
student learning. During this part, you are to identify the instructor's 
negative beha^vors using the Instructor Skills Checklist provided. Write 
any additional comments regarding the delivery on the back of the Checklist 
for discussion following the coTrclus^ion of the tape, : - « 
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HANDOUT 12-1 
CHECKLIST OF INSTRUCTOR SKILLS: 
DEMONSTRATION 



insirucior 

Topic 1 , '- — 




RATING 




Pupil i:)^nr 


Exc. 
^ 


Good 


Adeq 


Poor 


Not 
Observed 


DEMONSTRATION CONTENT 












Knowledge of procedures demonstrated. 












Explanation of procedural stej^ in simple terms. 












"'Begins with identification of components. 












Sequence of steps is exactly as done on the |0b. 






\ 






Frequently summarizes progress throughout the 
demonstration 

a ' , 












Emphasizes cntital steps (e.g., dangerous or 
invalidating) 












Repeats entire procedure to review and summarize. 


1^ ' 










INTERACTION WITH STUDENTS 












Puts students at ease,, r.eviews grading system, 
* if applicable 












Establis|ies eye contact with all members 












Encourages active participation through feedback 








1 




Rewards students' comments. 












Encourages questions on procedure being 
demonstrated. 




— ^ 








Avoids negative non-verbal behaviors. 












Provides student opportunity to demonstrate 
(<f possible). 




V 








Asks timely questions of students to check their 
unjderstanding 












A. 

TEACHING AIDS 












Provides actual or simulated equipment/ , 
materials where necessary. 


: 






- 




Clearly visible at all times ^ 


• 










Sufficient viewing time allowed. 












Aid content coordinated with steps in 
demonstration 












Unobtrusive equipment operation/handling of aids. 












SPEAKING VOICE 












Clearly audible for entire class. 












Varied voice inflection. * 












Understandable* vocabulary, no jargon. 












Holds students' attention 












Evenly paced; neither fast nor slow. 
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(lesson TITLE: 



Lesson 13. Training Delivery: Trainee Performance 



PURPOSE! 



To provide participants a review of the correct and incorrect instructor behaviors 
\'^when using the instructiorral method of trainee performance. * 



TRAINING OBJECTIVE 



GIVEN: i 

-1. GoiDd and bad demonstrations of trainee performance, 
2. Checklist of instructor behaviors. 



ACTION: 

Identify correct and incorrect instructor behaviors, using the checklist provided. 



STANDARD: 



1. Correctly identifies correct and incorrect aspects' of each, of the demonstrations 
with 90% accuracy ' . 

2. "Reach agreement on an objective and practical assessment of instructor skills. 



ERIC 
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INSTRUCTIONAL TECHNIQUES: 

1 . Lecture/Di%cussion 

2. Perfo'rmance/Appl i cation 



PARTICIPANT MATERIAL: " 

Instructor Evaluation Checklist 

/ 



INSTRUCTI 



e^NAL 



MATERIAL: 



1. Videotape 

2. Television set 

3^. Videotape recorder 



REFERENCES: 



ERIC 



TIME: 

1.5 to^2 hours 



ACTIVITIES: 



1. 



Lecture/ Discuss ion of problems of 
evaluating Instructor performance. 
Group exercise— using evaluation 
'checklist and videotape delnon strati on 
of -instructor behavior.. 
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* 










' . - u • ' . • f 1 


4 




INSTfiUCTIONAL EVENTS . ' 
' ^ ^ — 1 






>l EARLY STAGE ^ 


o 

\ 




Brief lecture/discussion and handout, describin'g good/bad i}»structor ^ehaviors. 

n ' ■ . ' 












II. INTERMEDIATE STAGE 




J 


Participants view two (2) demonstrations of instructor behaviors (one good and 
one bad example of trainee performance). -^Using checklist provided, they will 
evaluate the demonstration and identify correct/incorrect .ins^tructor behaviors. 






111. FINAL STAGE * ' . , 


1 




Participants will apply "the checklist in evaluating other instructors while 
they administer a brief practice trainee performance exercise. 

• • 




V 

t 

• 




- 




» 


#• 
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DETAILED LESSON PLAN 



Lapsed 



Instructional Events 



Support 
Materials/Notes 



I.- Introduction. 



A. Explain that while a large portion of 
effective trainiag is the result of the" 
application of sound instructional 
'development, procedures (e.g. task 
analysis), it is also extremely important 
'that developed training is delivered in a 
manrcr' that will create an. atmosphere 
conducive to-learning. In a previous 
lesson (Lesson 9) we have discussed ^ 
general classroom techniques which an 
instructor can use to increase trainee 
motivation, attention and learning. 

"B. In addition, common instructional 
techniques can be' effi^ti veT^' or 
ineffectively used. This le,sson will 
focus upon effective and ° ineffective 
use of traijiee performance as an 
instructional technique. 

. C. Describe the trainee performance - 

techniques as the situation, typically 
following sCpe other form of 1?%ruction 
(e.g. , demonstnation, lecture) , .when 
a trainee ^s--to perform a job r«felated 
' task , during which: 

1. Heyshe is^ to"ven!?^lly describevth^ 
steps of the t6sk aSl^ they are being'. 
perfornTed. 



3. 



The Instii^tor prevents trainee^eri 
(to avoid^ learning wroM beha'Viors) . 

'^The instructor provides positive 
feedback. 




II. 



Development. ' 

A. . (Note: Parts A and B can bfe conducted by 
dividing your class into groups^ posing 
• the discussion- c|litstions and jiaving each 
groyp write their V»^/good behav-iors or) 
their flip charts for tOtaVcTass ^. 
-discussion*) Conduct ^ discussion 
focussrna upon behavio(*s exhit>ited. by an 
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DEllLla^b LESSON PLAN 



Lapsed . 
Time 



Instructional Events 



I 



B. 



instructor while conducting a trainfi^iC* 
performance exercise' wfnch: , - 

1. Decrease student motivation, 

2. Decrease ^Student^ attention, 

3. 'Interfere with learning; - . 

The 'discussion can stem from your.^ 
instructors'' expferiences when they we r^ 
students in high school or college. Keep* 
the discussion focusse(3 upoQ specific ' 
behaviors rather than non-behavigral 
characteristics (i.jBv, "the instructor' 
never addressed students by name, rather 
than. "the instructor was distant'-'). List 
comments on flip chart or chal4c board. 

Once negative instructor behaviors' have 
been listed, ask the class to review each 
negative behavior and generate a positi-ve 
instructor behavior which, if practiced-, 
will, result in an environment "more 
condiicive to student* learning. 



)i^! 



Distribute copves 
SkiHs Checklist. 



of t|ie Instructor 



ompare items on the checklist with those 
generated during the discussion, ^and have 
the clas^ add, any new performance/ 
exercise behaviors to 'the Checklist: , 



E. 



^-1 . Evaluation 
' Behaviors. 



of Performance- 



Exercise 
qcercise 

1. Explain, that the class wrll evaluate 
. the videotape pei^ormance of an 

instructor conducting a performaiice 
exercise regarding the operationlof 
a film projector. ' , 

2. Explain that in Part One of.*the ti^e, 
many instructor* behaviors are poor,. , 
and the class is^to use the Checklist 
and note paper to identify those 
specific behaviors which result in an 
instr^uctional ly poor performance 
exercise* 



Support 
Materials/Notes 



Handout J3-1 



Exercise 13-1 
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DETAILED LESSON PLA 




Lapsed 
Time 



InstructiontI Events 



3. Review your class results with those 
listed in Part One of the Exercise 
Answer Sheet. ^ * 

4, Play Part Two of the tape to let the 
clfiss see how the performance 
exercise has been improved by 

""""Conducting the exercise attending to 
the more positive behaviors^ listed in 
the. Check! i St. • v 

Note:' You maV want eaeh of your instructors 
.to conduct' a brief performance, 
exercise presentation for evaluation 
by. other class members to provide 
feedback, on their, instructional 
skills. If you should choose thisr 
option make sure thrat: 



1. 



2. 



Adequate time is allowed for 
preparation;^ 

Feedback jncTudes comments 'at?out 
BOTH'positiv^ and negative 
behaviors^ 



Feedback is kept on 
constructive level. 



a friendly^ 



III. Summary; 



A. Summarize the lesson by again stressing 
the importance of positive instructor 
behaviors in the trainee 'perforftiance 
exercise. ' 

B. '* Review those behaviors on' the Checklist 

identified by your class as being" the 
most important ^behaviors to exhibit while 
conductjjjj^ a trainee performance 
exercis^>. /^-^ . 



er|c 



13-6 . 



Support 
Material&^Notes 
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. . • . •• EXERCISE' 13-1 

r , . . . 

' , . Instructor Skills 

• • * 

- — , * 

— In this exercise you will be asked to evaluate the delivery of 
instruction using the tr^ii nee .performance technique. The delivery has been 
videotaped in. two parts. In the f^^st.part, the instructor will be 
exhibiting many negative behaviors which are known to interfere with 
student learning,. During this part, you are to identify the instructor s 
' negative behavieV-s using the Instructor Skills Checklist provided. VIrite 
■ any additional comments regarding the delivery on the back of the Checklist . 
for discussion following the coifclusion of the tape. 



EXERCISE 13-1 SUGGESTED ANSWER SHEET, " 
CHECKLIST OF INSTRUCTGft^SKJLLS: 
PERFORMANCE EXERCISE 



Instructor: 
tnpic: . 


.Trating 


-valuatnr : 




Good 


Adeq. 


Poor 


Not 
Observed 


PERFORMANCE EXERCISE CONTENT 












Provides clear Instructions on performance expected. 








« 

/ 




Imposes realistic conditions (time allotted, 
environment, aids). 






^ 


/ 




T 

Explains if/when questions ate permitted. 








/ 




Provides all data/equipment necessaryMor 
correct performance. < 








r 


^ ^ 


INTERACTIONS WITH STUDENTS 




# 









Puts students at ease; reviews grading system, V? 
if applicable. 












Establishes eye contaet with all students. 








/ 




Rewards students correct performances.^ 












Monitors students throughout exercise period 
Without disruption. 




— 




/ 




^ Aids students who are obviously doing poorly. 






_ — ^ — 


/ 




Closes instructional period on time, as originally ■ * 
stipulated. ^ ^ 




^ ' 


- 




NA. . 


- "• ? ■ 

y Collects exercise products without negative comments. 










NA 


TEACHING AIDS 












Provides actual or simulated equipment/materials 
where necessary. 




- 




- 




Clearly visible at all times. > . 











• NA 


^ufficlpnt viewina time allowed ^ 

K 










NA 


Aid*content coordinated with performance steps. 










NA 


SPEAKING VOICE 












Clearly audible for entire group. 




/. 








Understandable vocabulary;*no jargon. , . 




■/ 






— 


Gets group's attention when necessary. 
✓ ^ 












Evenly paced; neither fast nor slow. 






/ . 







EXERCISE 13-1 

' Trainee Performance: Suggested Answer Sheet (Continued). 

In addition to the betfaviors spedif.ied on the Skill Checklist, the 
instructor was guilty of exhibiting the following behaviors which act to 
interfere with learning: (Note: Behaviors- are listed in the approximate 
order-in which. they appear on the tape.) 

*• 

1. The instructions given to the class were poor. No time was^- 
specified;, there- was no indication as to whether tMs was a 
test situation or whether questions were allowed, etc. 

2. The trainee should have been ii^tructed to verbally explain 

. ^ each step "as it was taken and to indicate why specific steps 
were taken. 

3. The instructor did not' act to prevent errors. The primary 
purpose of this technique is to'permit trai'nees to practice 
behaviors without error so that proper^skills are developed. . 

4. All the materials needed^were hot 'immediately available, Jhe 
/ trainee had to ask foiT the take-up reel. 

5. - The instructor faileji to^'arf^er questions adequately and played 

a guessing game with the trainee/ This isjiot an effeqti-ve 
learning atmosphere* 

6. The instructor was somewhat sarcastic with conments like "You 
were lucky the machine did not jump."_^This is also not an 
effective learning atmosphere. 

7^5 There was little eye contact with the trainee or the class. 

8. There was little effective -feedback provided to the trainee at 
the end of the exercise. 

C. There was no summary to th^^g^ercise. ^ 

V ' 'A 



( 



J 
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INSTRUCTIONAL MATERIALS 



Lesson 13. Training Delivery: 'Trainee Performance 
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r 



* 

EXERCISE 13-1 



Instructor Skills 



In this exercisre you will, be asked to |v«luate the delivery of 
instruction using the trainee performance techniques The delivery has been 
videotaped in two' parts. In the first part, the instructor will be 
exhibiting many*1iegatjve behaviors which are known to interfere with 
student learning.- During this part, you are to identify the instructor's 
negative behaviors using the Instructor Skills Checklist provided. Write 
any additional comments regarding the delivery on the back of the Checklist 
for, discussigji f^ol lowing the- conclusion of the tape. 
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HANDOUT 13-1 
CHECKLIST OF INSTRUCTaP SKILLS: - 
PERFORMANCE EXERCISE 



Instructor: 
Topic I 


RATING ' ' ■ 


Evaluator: ^ 


Exc. 


Good 


Adeq. 


Popr 


Not 
Observed 


PERFORMANCE EXERCISE- CONTENT 












'Provides clear instructions on performance expected. 












Imposes realistic conditions (tiw^ allotted, 
environment, aids). ' . ^ 












Explains if/when questions are permitted. 

^ ' i 






/ 

/ 






Provides all data/equipment necessary for 

correct performance.* 
>— ^ 








• 




INTERACTIONS WITH STUDENTS 







■ 






Puts students at ease; reviews grading system, 
if applicable. 












Establishes eye contact with all students. 




— J 








Rewards students correct performances. 












* Monitors students* throughout ex^r^ise period 
without disruption^' 












Aids students who are obviously doing poorly. 












Closes instructional period on time« as originally 
stipulated. ^ 










7 




Collects exertise products withoCH-^gative comments. 
1 ^ 












TEACHING AIDS ' 












Provides actual or simulated equipment/materials 
where necessary. j. 












Clearly visible at all times. 










X 


Sufficient viewing time allowed. 












Aid content coordinated with performance steps. 












' SPEAKING VOICE 




* 








Clearly audible for entire group. 












^ Understandable vocabulary; no jargon. 












Gets group's attention when necessary. 








—6 




Evenly paced; neither fast nor slow. 
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APPENDIX A 
INSTRUCTOR QUESTIONNAIRE 

♦ 

/ 



I'.ErJc 



J 
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Instructor Questionnaire 

Directions: The 'fallowing questions are aimed at finding out what you know 
aboat the procedures irivolved in systematixsany. dev^l-opin^ and presenting a 
training course. The results will be used only to mak6 decisions about the 
content of a planned seminar for instructors. of water p.lant operators. Read 
each item carefully and write your answer in the Space provided. Please 
state your answers as briefly as possible. • \ 



i: In one or two sentence, descnb^.a situation in your area that suggests 
a need for water plant operator't'rai'ning. j 

— ^ ■■ '■ 7 ~ T 



2. What are the two general steps performed when conducting a task 
analysis? 



a. 



■ 



3. A good training objective is comprised of three parts. What are they? 
a. ' '■ r 



b. 

I — 



c. C 
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Write a good training objective to reflect the operator task of 'Conduct 
a chlorine residual test," ^ - 



Describe two general guidelines that should be used in ^sequencing 
instructional activities to optimize learning, • 

^ » 

a. 



b, 



In general, learning is fastest when: [Check (/) all that apply,] 

Training acti^ties do not require the trainee to respond, 
Visual aid§ are kept to a minimun\, 

Test resu^lts are reviewed no earlier than one week after a test, 

^ Activities are^ di rectly Job related, » •' ' 

Only one instructional method is used throughout a coufse<^ 



An instructor lecture is most appropriate for which stage of trainee 
learnirr^? [Check (/) your answer,) ^ 

Early' stagel 

^ Middje stage, 

Final stage. ^ 



8, Which of ihe' media categories belovT^Dlild be most helpful in training 
an operator to replace a valve seal, [Check (/) your answer.] 

Programmed instruction. 

Instructor demonstration. 

. Textbodk description. ^ 

TratYiing film. ' ' * • • 



9. The U.S. EPA has developed nationally apolicable trajninp programs in 
which of the following areas? [Check (/) your answers.] 

> 

Water plant operator trairtfng. 



_ The procedures for administering requests for variances and 
exemptions. 

Water pfant maintenance training. * v 



Testing for chlorine residual and turbidity. 
Water plant supervYspr management training. 



10. If you develop instructor lesson plans for a training course for whiclT 
you will NOT^be the instructor, the lesson plans should:' [Check (/) 
your answers.] ' ' i ' 

* • • • • 
be in ogtline form. 

include^p^ific questions to* be asked. 

^ specify t'he technical cdnWnt of the lesson.' 

indicate page numbers of referenced trainee materials. 

'~ . / 

11. List two typSs of information that you MUST 'have before you can 
' determine what the training content of a course will be: 

a, ^ ^ 

b. . , 
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12. 



The most appropriate test form fpr assessing knowledge of states and 
their capitals is: - > 

____ True-False. 

Multiple-choice. 

' Essay. . " * > ' 

Matching. 

Short Answer. 



13. 



Which True-False question below is written in the best form? [Check (/) 
your answer.] 

Water always freezes at 32°. 

The MCLs for arsenic and^xlfromium are 0.07 and 0.0,45 

respectively. 

Amolecule of water is 'heavier than a molecule of salt. * 
Lead service lines never cause water to exceed the allowable MCL. 



^*SiJ4* How would you rate your confidence in^your ability to: [Check ,(/) the 
number ,that indicates your degree of confidence.] 



1 . » 

* 


LITTLE 

• ■ CR NO 
^"^"'^^^^ . CONFIDENCE 


1 


2 


3 


4 


5 . 


6 


a. Identify good and poor audiovisual ' 
materials. i \ 














b. Prepare audiovisual materials that 
meet^the criteria for good design. 


ft 












c. ObtaiX resources contained in IRIS. 














^. Obtain resources containefl^ in IHP.^ 














e. Conduct an instructional lecture. 














f.* Recognize and specify instructor 
' behaviors which characterize a good 
instructional lecture. 


> 












g. Conduct a group discussion, j 
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15. (continued) 



\ 


LITTLE 

^^^^ * OR NO 
CONFlfiENT CONFIDENCE 


1 


2 


3 


4 


-5 




h. Recognize and specify instructor 

behaviors 'Which create a good group 
dij^cussion. 






■ m,^ 








i. Conduct an instructional demonstra- 
tion., 














j. Recognize and specify instructor 

behaviors which characterize a good 
instructional 'demonstration.' 






* «v 


% 






k. Conduct a performance exercise. 














1. Recognize and specify* instructor 

'behaviors which create a gppd per- ^ 
formance exercise. 
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